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FOREWORD 



Galveston College is net unlike other small community colleges 
trying to keep its curriculum in sight of rapidly changing 
technologies. We are unique, however, in that we were given an 
opportunity by the Coordinating Board of the State of Texas through a 
grant of Carl D. Perkins Act vocational funds to undertake a major 
curriculum improvement project which had as its focus curricula for 
accounting, the allied health professions, microcomputer applications, 
and office occupations. The course curriculum that you have before 
you is one of nine courses or modules that were developed from this 
project. What cannot be immediately evident to you, though, is the 
sense of cooperation that governed the various phases of the project 
The resulting benefits to the College, its faculty, and its staff as a 
result of this project, were many, including increased knowledge of 
the curriculum improvement process, increased knowledge of the 
ramifications of networking microcomputers, increased awareness of the 
vocational programs of other community colloges, and increased 
awareness of the need for staff development opportunities. The 
enduring impact of this project will come in the months ahead as our 
instructors, and hopefully other instructors across Region II and the 
stats, implement the curricula. We at Galveston College are proud of 
the results of the Curriculum Improvement Projaet^nd >cpe that your 
college will share the benefits^. ^ ^ 

( ^/»////^. ..^.^.-^ 

Ur. Marc'/i./NigW^zo 
Vice President anc^eapf^f Instruction 
Jun^(( 
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PREFACE 



The role of the secretary and how work is acconpllshed in 
the office will change signficantly in the next 5 to 10 years. 
Inter»ftd1atft Tnf^raa^fc^nn Vrtinrnmning takos into account the 
likely new functions of the secretary in an integrated office 
environront. The following course curriculun should be used as 
a resource by fellow instructors and adninistratore when making 
decisions about inplenentlng a sinilar course at their 
institutions. This course curriculua contains four parts — 
student's course syllabus, student's laboratory guides for each 
unit, instructor's course syllabus, and instructor's guides for 
each unit of the course. The Materials presented in this course 
curriculum are only a suggested foraat for a course of this 
nature and, as typical with couunity college carriculua, will 
undergo revision in the future. The author and Galveston 
College welcone your connents regarding your experience with 
these naterials. 
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OFT 2401; intermediate Information Processing 
STUDENT'S COURSE SYLLABUS 



Course Title: 



Intermediate Information Processing 



Course Number ; 

OFT 
Prefix 



2401 
No. 



Lecture Hrs, 



Lab Hrs. Credit Hrs, 



Course Descrip tion ; 

Information processing applications in a networked 
environment. Students will learn to use advanced word 
processing applications in addition to learning practical 
«a?} f spreadsheet, data base, and graphics, as 

well as electronic mail and files. Lab fee 



Prerequisites ; 

Q^*^ 1^02 - Principles of Inforiaation Processing 

This course gives hands-on experience in the basic 
operation of word processing on microcomputers. Course 
also covers theory, concepts, word processing system 
components and business applications necessary to 
develop prof iciency-levei skills. 

1402 - Microcomputers and Their Applications 
A study of microcomputer systems and their uses. 
Programming fundamentals of microcomputers, design, 
operation, and applications. 

ACT 1401 - Elementary Accounting 

An introductory course to provide the clerical, 
management and secretarial student with a knowledge of 
bookkeeping procedures which may be encountered in 
personal service enterprises, merchandise, notes and 
interest, the accrual basis of accounting, periodic 
summaries, and adjusting and closing accounts at the end 
of an accounting period. 
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INTERMEDIATE INFORMATION PROCESSING 
Student's Course Syllabus 



Page 2 



Texts ; 

A. Spreadsheet 



DDC Spreadsheets: Skill Buiiainq Exercises and 
Applications , by Iris Blanc and Cathy vento, 
Dictation Disk Company, 1986. (Also Teacher Manual 
to Accompany) 

Quick Reference Guide for introductory Lotus 1-2-3 and 
for the IBM PC ; correlated to DDC Spreadsheets: 
Applications and Exercises , by Iris Blanc and 
Elinore J. Hildebrandt, Dictation Disk Company, 
1986 . 



B. Database 



Database Applications , by William 0. Druia, South-western 
Publishing Company, 1986. 



References: 



The Illustrated Lotus 1-2-3 Book , by Thomas H. Berlinger 
and David T. Reeves, Wordware Publishing, inc., 
1985 . 

Lotus 1-2-3 A Ready Reference Manual , by Catherine 
Garrison, Mercedes A. McGowen, and Marilyn K. 
Popyk, Addi son-Wesley Publishing Company, inc., 
1987. 

Learning Tc use Supercalc3. dBase III, and Wordstar 

3.3: an Introduction , by Gary B. Shelly and Thomas 
J. Cashman, Boyd & Fraser Publishing Company, 1986. 

Microcomputer: Software and Applications, by Dennis P. 
Curtin and Leslie R. Porter, Prentice-Hall Publishing 
Company. 
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Equipment and Materials Required ; 

A. Software: 

1. DisplayWrite 4 by IBM 

2. Lotus 1-2-3 by Lotus Development Corp. 

3. daase III by Ashton Tate 

4. SideKick by Borland International, inc. 

5. Tutorial on E-mail by Applied Data Research. 

B. Microcomputers with sufficient memory to run software 
the school has available. A ratio of one student to 
each microcomputer is necessary since this course 
requires hands-on exercises to be completed 
independently. 



Instructional Process ; 

1. Student's Laboratory Guides provide outlines of 
laboratory assignments, equipment and materials, and 
steps to follow to complete each lab assignment. 

2. Tests and quizzes will be given periodically. 

3. Homework will be assigned as necessary. 



Objective s: 

Upon completion of this course, the student will be able to: 

A. Desig.a, creace, edit, combine and copy electronic 
spreadsheet files, and produce graphs using 
electronic spreadsheet software. 

B. Design, create, edit, update, combine and copy 
database files, and produce labels and reports 
using a database management system. 

C. Define desktop management system, and use a desktop 
management software package. 

D. Transfer database and electronic spreadsheet files 
to word processing files. 

E. Produce a business or technical report, given a 
collection of data, using word processing, 
spreadsheet, graphics and database management 
software. 
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F. Deroonstrate an understanding of decision-support 
functions by creating database and electronic 
spreadsheet files to use as decision-support 

( management ) tools • 

G. Use an electronic spreadsheet for basic bookkeeping 
functions • 

H. Define and explain the functions and advantages of 
a local area network. 

I. Evaluate factors in selecting a local area network. 

J. Define and describe the functions of an electronic 
mail system. 

K. Complete electronic mail tutorial. 

L. Develop and demonstrate responsible work behavior 
in an automated environment and in a local area 
network environment. 

M. Establish procedures for efficient work flow while 
working in a shared environment (LAN). 

N. Exhibit a professional attitude in completing 
assigned tasks. 

0. Exhibit independence in comprehending and applying 
written instructions given in software 
documentation and assigned tasks. 



Evaluation of Students : 
Examinations ; 

There will be two unit tests, one progress test, and one 
final project (Technical Report), no make-up exams will 
be given without prior approval. 

Laboratory/Homework ; 

Assignments will be due according to lesson schedule. 
All assignments must be in mailable form. All exercises 
for one unit will be averaged for one unit grade. Late 
assignments will not be accepted after one week past the 
due date. 
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Student '8 Course Syllabus 



I. 

■(. 

1 Work Habits: 



Grades: 



Technique makes up 10% of the final grade. The 
technique grade will evaluate the student's ability to 
work alone asking questions only when necessary, the 
ability to make decisions after reading and comparing 
information, the ability to use the software with a 
minimum amount of hc^ip from the instructor, the ability 
to use time wisely, the ability to bring all necessary 
supplies and books to class, and the ability to maintain 
a positive attitude toward the course and the 
instructor. 



Final Grade Determination: 
Grading Scale (suggested) 

Unit Exams : 

Unit 1 10% 
Unit 2 10% 

Lab Exercises: 

Units 1, 2, 3, 4, and 5 40% 

Final Project : 

Unit 6 15% 

Homework : 

(Includes weekly library reports) 15% 

Techniques and Work Habits : 
(See attached form) 10% 

FINAL SEMESTER GRADE 100% 
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Techniques and Work Habits 



Name of student observed 



Ten percent of your final grade is determined by the technique 
you practice throughout the sfamester. Your instructor has 
observed your display of the following behavior that is 
commendable or that needs attention. 

Dates Needs 

Observed Acceptabl e Attent i on 

Ability to read and 
follow instructions. 



Works quietly without 
wasting time visiting 
with neighbor. 



Does not exhibit 
frustrations by making 
verbal protests or 
complaints. 



Remains calm and 
attentive to work. 



Consults with others 
only when necessary to 
resolve a problem. 



Makes an attempt to 
make work more 
efficient. 



Brings supplies to 
class. 



Accepts responsibility 
of completing work on 
time. 



Exhibits pride in 
documents turned in. 



Attendance and tardies. 
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STUDENT'S LABORATORY GUIDE 
OFT 2401: INTERMEDIATE INFORMATION PROCESSING 

INTRODUCTION 



In the last ten years, the role of the secretary has 
changed both rapidly and drastically. Most of these changes 
have been due to technological advances that make the 
secretary's work more efficient and productive. 

The traditional secretary was required to be able to 
type, file, use a calculator, do simple bookkeeping, process 
the mail, schedule appointments, answer the phone/placing 
calls, and compose correspondence. Today's secretary still 
does all of these tasks, but most of these tasks are 
completed with the help of a microcomputer or mainframe and 
several different types of applications software. 

Most of the typing and composing is now done on a word 
processor. Records are kept on a database management 
package. Bookkeeping is done using electronic spreadsheet 
software. Scheduling appointments and placing phone calls 
are also aided by ths microcomputer with desktop management 
or office management software. 

Thfo Secretary has become an Information processor. The 
field of information processing has opened up new career 
paths for secretaries. 

This course. Intermediate Information Processing will 
acquaint you with some of the most popular business 
application software packages—Lotus 1-2-3, dBase III, and 
Sidekick. 
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STUDENT'S LABORATORY GUIDE 
OFT 2401: INTERMEDIATE INFORMATION PROCESSING 

INTRODUCTION 
READING/SUMMARY ASSIGNMENT 

You are constantly affected by our changing 
technological environment—the development of improved 
equipment and software as well as new attitudes and skills 
required to work in this environment. 

Read one article a week throughout the entire course. 
Compose a summary of each article on your word processor. 
Include a source note giving the article title, author, the 
name of the magazine. Read only this year's magazines. 

Read in the following content fields; 

The Changing Role of the Secretary 

New Equipment and Software 

Career Paths for Secretaries 

Career Paths in Information Processing 
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STUDENT'S LABORATORY GUIDE 
UNIT I: DATABASE MANAC^IMENT 
LESSON 1: Concepts and Definitions 

OBJECTIVES 

1. Define and describe database. 

2. Define redundant data and explain how a database 
management system reduces or does away with redundant 

3. List the features usually included in a database 
management system. 

Explain how data security and updates are accomplished 
when several users are sharing the ,same database. 

Define the following terms: database management 
system, relational database, file, record, field 
character field, date field, numeric field, logical 
field, memo field, file name, and command. 

LEARNING ACTIVITIES 
Date Activity 



4. 

5. 



Grade 



1. Read and study the following information 
concerning database management. 

2. Using the objectives as study questions, 

write the answers to each one. 

3. Complete Crossword Puzzle 1. 



INTERMEDIATE INFORMATION PROCESSING PAGE 2 

Student's Laboratory Guide 
Unit I, Lesson 1 

DATABASE CONCEPTS 

A database is a collection of data organized so that It can 
be retrieved and used by anyone needing It. Users may need only 
parts of the data stored In a database. 

For example, we have a database of employees which includes 
the name, address, telephone number, employee number, salary, 
department, social security number and any other Information we 
may need. The personnel department would need only certain 
parts of this information and the payroll department would need 
only certain parts such as name^ social security number, and 
salary. Each department in the company would want a list of 
employees in their department only. 

Each user has a different use or purpose to be served by the 
database, but several departments will need some of the same 
information, such as the employee name. This type of information 
is called redundant data ; it is data that is the same for many 
users . 

Now, each of these departments could set up a file which 
would include only the parts of the information that they needed, 
but this would require rekeying the same Information many times. 
The solution to this problem is to put all the information in the 
same database; then, each user shares this database. Once the 
data is entered once in the database, each user can use any part 
of it and can print it out in any format he wants using a 
database management system. 
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INTERMEDIATE INFORMATION PROCESSING par=. o 

Student's Laboratory Guide ^ 
Unit I, Lesson 1 

A database management system is an application software 
package that can be used to create a database and store, access, 
sort, and make additions, deletions, and changes to that 
database. dBase II, dBaselll, and pfs:FILE are a few examples of 
database management systems. You will be using dBase III to 
complete your modules for this class. 

Common features included in most database management systems 



are 



1. 



database"^*^ *° establish data relationships within the 

2. The facilities to create the database, load it with 
data, and maintain and update the database, 

3. The facilities to allow the user to access the database 
and use the data stored there, and "dtaoase 

4. A procedure for data security and control. 

Data security is of utmost importance because corrupted data 
or data that is not kept up to date is of no use. However, only 
authorized people should be allowed to change the data in the 
main database so that the data will remain correct and up to date 
for all users. 



The student record forms shovm in diagram 1 will be used for 
creating and storing a database on disk. If we compare an 
electronic database to a manual filing system, we find that the 
entire set of records are referred to as a file, in our example, 
all the student records would be included in one file. Each form 
which contains information on one student is called a record. 
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INTERMEDIATE INFORMATION PROCESSING PAGE 4 

Student's Laboratory Guide 
Unit I, Lesson 1 

The parts of this record, that is, the individual bits of 
information such as student name, student number, date enrolled, 
major, GPA, currently enrolled, etc., are called fields. In this 
example, the items printed in bold will be fields. 



Student Name Student No. 

Date Enrolled Major 



Currently Enrolled? Keyboard Speed 

Date of Graduation Major Related? Pay 



Student Name Student No. 

Date Enrolled Major 



Currently Enrolled? Keyboard Speed 

Date of Graduation Major Related? Pay 



Student Name Student No. 

Date Enrolled Major 



Currently Enrolled? Keyboard Speed 

Date of Graduation Major Related? Pay 



DIAGRAM 1 
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INTERMEDIATE INFORMATION PROCESSING 
Student's Laboratory Guide 
Unit I, Lesson 1 
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In this course you will be using dBase ill, a relational 
database, to create files, a relational database is one in which 
the information is printed in a series of rows and columns. The 
first file you will create is the Student File. The rows will 
contain the data (the information) on each student. The columns 
will contain the fields of information. All of the student 
records we enter into the database will comprise the student 
file. See Diagram 2 which shows a partial li.'sting of the file. 



STUDENT FILE 



COLUMNS ARE FIELDS 





STUDENT 
NO. 


STUDENT 
NAME 


DATE 
ENR. 


MAJOR 


GPA 


CUI 
ENI 


ROWS 


6987 


SMITH, KAY 


08/25/86 


IP 


3.5 


Y 


ARE 


9883 


JONES, LEA 


01/13/86 


ES 


2.7 


Y 


1010 


MITCHELL, JIM 


07/08/86 


IP 


3.2 


Y 


RECORDS 


2020 


KURT, SHARON 


01/13/86 


LS 


3.5 


Y 


1327 


SIMS, JAN 


07/08/86 


MS 


3.0 


Y 



DIAGRAM 2 
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INTERMEDIATE INFORMATION PROCESSING PAGE 6 

Student's Laboratory Guide 
Unit I, Lesson 1 

FIELD TYPES 

There are several field types in databases, in dBase 3, the 
field types are character fields, date fields, numeric fields, 
logical fields, and memo fields. Study the chart below and use 
it as a reference as you plan and create your database files. 



FIELD TYPE 
Character fields 

Date fields 

Numeric fields 

Logical fields 



DEFINITION 



Memo fields 



Stores any printable 
character that can be 
entered from the keyboard 

Stores dates, usually in the 
format mm/dd/yy; can be used 
to add or subtract a number 

Stores integers (whole numbers, 
no decimal point) or decimal 
numbers; may contain + or - 

Stores a single character that 
means a condition is true or 
false. Used T = true; F = false; 
Y = Yes; N = No (May use 
lowercase) 

Stores large blocks of text such 
as words or sentences 



MAXIMUM 1 
OF 

CHARACTEl 
254 



8 
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INTERMEDIATE INFORMATION PROCESSING papp i 

Student's Laboratory Guide 
Unit I, Lesson 1 

CROSSWORD PUZZLE 1 

Complete the crossword puzzle on the next page. 
Dovm 

1. A student name would be stored in a field 

2. The database management system we will use in this class is 

3. A collection of records is a 

4. In a logical field, a Y stands for 

5- V-^^^^ store data that satisfies a condition, either true 

6. A character field may contain characters 

^* data ^^^^ different users is called 



8. The columns in a data base store 

Across 

^* rH«^=h^o°^f ^""^ procedures that are developed to ensure'' that 
a database is accurate and up-to-date are referred to as 

^* needi?;rit°L°f ^^^^ ^^^^ retrieved and used by anyone 

^' fields store the most data 

4. A GPA would be stored in a field 

5. A row in a data base stores 

6. A numeric field can store integer and numbers 
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LESSON 2: PLANNING AND CREATING THE DATABASE 



UNIT 1: DATABASE MANAGEMi^NT 



STUDENT'S LABORATORY GUIDE 



OBJECTIVES 



1. Determine the structure of the database. 

2. Name the fields, 

3. Determine the width of each field. 

4. Name the file according to rules given. 

5. Plan and create a database given a set of data. 

6. Use the following commands and/or functions in dBase: 
(Commands are listed in ALL CAPS for easy reference.) 

load dBase III 

CLEAR 

CREATE 



view previous records when adding records to the 

database 
APPEND 
DISPLAY ALL 
DISlrLAY ALL TO PRINT 
LIST 

LIST TO PRINT 

QUIT 

HELP 



correct errors 
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If^ INTiERMEDIATE INFORMATION PROCESSING PAGE 2 

Student's Laboratory Guide 
Unit I, Lesson 2 

LEARNING ACTIVITIES 

Date Activity Grade 

1- Read the handout "Planning a Database". 

2. Study the dBase Planner handout. 

3. Reau and study the dBase Planner, Example- 

The plans for creating the Student file are 
recorded on this planner. You will use 
this planner to create the database in 
Exercise 1. 

4. Read the Help Command Handout. 

5. Complete Exercise 1^ Creating a dBase III 

File. 

6. Check your printout using the key provided. 

7. Complete exercise 2. Read and follow 

instructions. 



8. Complete exercise 3. Read and follow 
instructions . 
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PLANNING A DATAPASE 
A four-step plan is useful in planning your database: 

It^tl o^^^Sk*^ i^t\^° "f^^f discuss them with the 

nffSL *° be sure you are including everything you 

needed. This can help avoid later re/isions. 

Ly^^^f" P^^" provides information for data entry that will 

help all users to enter the date correctly. 

l^t ^^i^K"*^"^ ^M^" T"^* followed (at least mentally) to set up 
the database. We will write our plans since this is the first 
database you will create. -tJ-rs^ 

1. Determine the structure of the database. 

a. list the types of information which will be a part 
of the database. 

2. Name the fields. 

a. names should be short, but identify the information 

3. Determine the type and width of each field. 

4. Name the database file. 

K* li^^J}^^^^ b® *° characters in length. 

^* lit K c^f^acter must be a letter of the alphabet. 

c. Other characters can be letters, numeric digits, or 

underscore . 

d. dBase III will supply the extension dbf (database file) 
if one is not supplied. ^ 

e. use a logical name to identify the contents of the 
rile. 
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dBASE III PLANNER 
Step 1 — Define purpose; information needed. 



St^ , 2 & 3— Name the fields; determine their type and width. 

, J ^ . Decimal 
Field De scription Field Name Field Type Width Position 



NOTES: Include items such as abbreviations used in the data, 
upper case or lower case, format for name, etc. 



Step 4 — Name 

Name of dBase file 
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dBASE III PLANNER, EXAMPLE 
Step 1~- Define purpose; information needed. 

In the student database we want to be able to look up the student 
number, student name, date of first enrollment, majS?, G^Arand 
whether or not the student is currently enroll4d. 



Step 2 & 3— Name the fields; determine their type and width. 
Use the following for the student database: 



Field Description 

Student number 

Student name 

Date first enrolled 

Major 

GPA 

Currently Enrolled? 



Field Name 

Number 

Name 

Date 

Major 

GPA 

Enr. 



Field Typ e 
Character 
Character 
Date 

Character 

Numeric 

Logical 



Decimal 
Width Position 
4 
20 
8 
2 

3 2 
1 



NOTES: Include items such as abbreviations used in the data 
upper case or lower case, format for name, etc. 

Student name: Enter in all caps; use middle initial if provided, 



Major: Use the abbreviations 



LS 
MS 
ES 
IP 



Legal Secretary 
Medical Secretary 
Executive Secretary 
Information Proces-^ing 



GPA: Carry to two decimal places. 

Currently Enrolled? Enter Y = yes 

Enter N = no 



Step 4 — Name 

Name of dBase file STUDENT 



31 



INTERMEDIATE INFORMATION PROCESSING 
Student's Laboratory Guide 
Unit I, Lesson 2 



PAGE 6 



THE HELP COMMAND 



dBase III has an on screen help command. The Fl key is used to 
access help conunand menus. 

Another way to use HELP is to type HELP COMMAND at the dot 
prompt. For example if you needed help with displaying your 
database, you would type HELP DISPLAY. DISPLAY is one of the 
commands used in dBase. You can type HELP followed by any 
dBASE command, and the appropriate help screen will display. 

Try accessing some help screens as you work with dBase in the 
following exercises. 
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EXERCISE 1, DATA 



Use the following data to create the student database. See the 
next page for steps to follow in creating the database. 

6987 SMITH, KAY 

8773 JONES, LEA 

1010 MITCHELL, JIM 

1327 SIMS, JAN 

2887 LASSITER, JANET 

8746 SANTOS, LIZ 

9773 LYNN, CARRIE 

7836 JOHNSON, MIMI 

9833 LOOPER, JAMES 

2773 HILL, ANNA 

2873 DERRICK, JANICE 

8377 SMITH, KAE 

1787 JONES, WANDA 

1987 NORTH, RENDA 

8736 TRENT, KIMBERLY 

2978 THOMAS, BETTY 

2987 CROWLEY, JUNE 

9837 DAVIS, LANA 

6376 CORWIN, AMY 

7656 FRANCISCO, BETH 

6450 HODGE, MOLLY 

5867 RICE, JERRY 



JAN* 13 86 


IP 


O • Do 


Y 


JUNE 2 85 


Co 


Z« /X 


Y 


JAN. 15 86 




Q OK 
O • ZD 


XT 

Y 


JAN. 15 86 




Q IK 
O • XD 


XT 

Y 


JAN. 15 85 


TP 


O 

Z • ou 


XT 

Y 


JAN. 15 86 


TP 


Q OR 


XT 

Y 


JAN. 13 84 




Z • / / 


XT 
N 


JUNE 2 85 




O • DU 


XT 

Y 


AUG* 21 86 


TP 


O QO 

o • oU 


Y 


AUG. 21, 86 


IP 




V 

z 


AUG. 21, 86 


IP 


2.95 


Y 


JUNE 2, 85 


ES 


3.0 


Y 


AUG. 21, 85 


LS 


3.95 


N 


JAN. 13, 84 


MS 


3.25 


N 


JUNE 1, 84 


LS 


2.90 


N 


JUNE 1, 84 


LS 


3.75 


Y 


AUG 21, 86 


IP 


2.90 


Y 


AUG 21, 86 


IP 


2.75 


Y 


JAN. 15, 86 


LS 


2.50 


Y 


JAN. 15, 86 


LS 


4.00 


Y 


JUNE 2, 85 


MS 


4.00 


Y 


JUNE 2, 85 


LS 


3.75 


Y 
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EXERCISE 1 

Creating a dBase III File 

On all exercises, commands will be typed in all caps for easy 
reference. Always press enter after typing a command, you will 
be reminded to press enter on the first few steps. 

The backspace key and the cursor and delete keys can be used to 
correct errors while entering commands, field names, data, etc. 



The enter and return keys are the same, 
in the steps to complete each exercise. 



Steps 
LOADING DBASE: 

1. Boot with Dos. Place 
dBase disk in drive A, 
and type dbase. Press 
Enter 

CLEARING THE SCREEN 

2. The first screen you 
see includes information 
about dBase licensing. 



3. Type CLEAR. Prer Enter. 



SETTING THE DATA DRIVE 

4. Type SET DEFAULT TO B: 



5. Type CREATE. Press Enter. 

6. Type Student. Press Enter, 



Either word may be used 
Explanation 



The dBase program will load 
into the main memory of the 
micro. 



The licensing information is 
followed by a . which is 
followed by a blinking under- 
score cursor. . is called a 
dot prompt. 

The word "clear" appears at the 
dot prompt. When you press 
enter, the screen should show 
only the dot and the cursor. 

This sets up dBase to store 
your files on drive b. 

The screen will say 'VEnter the 
name of the new file:" 

Hie file name is listed as stiKJent.dbf . 



Type Number 
Press enter. 



Press the space bar. 



dBase adds the three letter file 
identifier, dbf, which stands for 
database file. 

When you press enter, number 
is stored as the field 
name, and the cursor goes to 
field type. 

Each time you press the space bar 
while the cursor is in the type 
area, you will see a different type 
of field displayed. 
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Steps 

9. Press the space bar until 
Char/ text appears in window. 
Press enter. 

10. Type 4. Press enter. 



11. Follow Steps 7-10 to create 
fields for name, date, major 
GPA, and enrolled. 



Explanation 

Char/ text will be stored as the 

field type for number. 

The cursor will move to width. 

This indicates that we are 
allowing 4 characters for 
the field, number. 
Since a char/text field can- 
not contain decimals, the cur- 
sor moves to the next line. 
A 2 appears on this line to 
indicate that you are now 
creating the second field of 
your dBase structure for this 
file. 

Use the dBase Planner that you 
completed for information about 
each field. 



12. When you have finished 

entering the enrolled field, 
the cursor should be on line 
7 in the column, field name. 
Press enter. 

14. If you are certain that your 
structure Is correct, print 
screen; then press enter. 

15. Type Y. 



16. Enter the data for the 

first record, (see page 7) 



17. Enter data for all students 
listed on page 7. 
Read the following NOTES be- 
fore entering data. Try 
using the keys mentioned 
as you enter data. 



This tells dBase that you are 
finished adding fields; you 
get the message Hit Return to 
confirm — any other key to 
resume . 

The screen will be cleared and 
the message "Input data records 
now? (Y/N)" will appear. 

The first record screen will 
appear. It lists the field 
names you just created. It 
also supplies a Record No. 

If the data takes up all the 
space we allowed for it, the 
cursor will automatically move 
to the next field. If not, 
press enter to move to the next 
field. 
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NOTES: 



As you enter records, you can use the cursor keys the 
backspace key, and delete keys to correct errors.' You 
can also enter records either in the insert mode or the 
replace mode. 

You can view a previously entered record by pressing the 
Pg Up key. Return to the last record entered by pressing 
the Pg Dn key. ^ 

If you accidentally press return and go to the dot prompt 
before you finish entering data, type APPEND and press enter 
the screen will return to the field name for the next record 



Steps 

18. After the last student data 

is entered, press enter while 
the cursor is in the blank 
number window on record 
23. 



Explanation 

This will return you to the dot 
prompt. 



19. At the dot prompt, type 
DISPLAY ALL. 



The records you entered will 
be displayed on the screen 
in the order in which you 
entered them. 



Turn on the printer and check to see that it is on line. 



20. 



At the dot prompt, type 
DISPLAY ALL TO PRINT 



This will send the Student 
database to the printer. 



The LIST and LIST TO PRINT commends work in much the same way 
except that LIST will scroll tho new records onto the IS?een ;hen 
the screen is full. DISPLAY ALL lists a screen full and then asks 
you to press any key to continue. 



21. 



At the dot prompt, type 
QUIT. 



This exits the dBase program 
and goes back to DOS. 



NOW YOUR DATABASE IS READY FOR USE! 
LESSON! 



CHECK IT AND GO ON TO THE NEXT 
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EXERCISE 2 

1. Plan and create a database listing Information Processing 
Department Personnel. The employee Identification number 
the employee name, their title, their date of employment 
and hourly salary will be needed. 

a. Plan the database using the dBase Planner form. 

b. Create tho database and enter records given. 

c . Print 

Following is an employee list for the Information Processing 
Department . ^ 

27270; ADURHOLD, ANN; PROOFREADER; SEPTEMBER 9, 1985; 8.50 
63636; COPELAND, MARY; SECRETARY; JULY 29, 1984; 7.50 

?q22^'\ J"2S^^°^' WILLI.AM; INFORMATION PROCESSOR. 2; JANUARY 22 
i^oo; 12*25 ' 

87654; THOMASSON, JAMIE; INFORMATION PROCESSOR 1; 10.00; JUNE 16 

38390; BREMER, JAKIE; PROOFREADER; SEPTEMBER 20, 1986; 10.00 
?2^nn' JOAN; INFORMATION PROCESSOR 2, JUNE 11, 1985 

76455; RUSTON, MIKE; INFORMATION PROCESSOR 1, AUGUST 15 1985; 

98878; SIPES, DONNA, INFORMATION PROCESSOR 1, AUGUST 15 1985- 
11.75 ' ' 

98277; ZANER, LAURA; INFORMATION PROCESSOR 1, JULY 1, 1985; 11.75 
77387; PLAYER, LINDA; MANAGER, JULY 1, 1985; 21.25 

98399; MITCHELL, RHONDA; INFORMATION PROCESSOR 2, JULY 1 1986; 
13 • 50 ' ' 

38388; HOLDEN, WANDA; PROOFREADER; JULY 1, 1986; 9.50 

38833; LEMONS, DEBORAH; INFORMATION PROCESSOR 2, JULY 1, 1986 
13*75 ' ' 

39387; CROSS, JANA; INFORMATION PROCEf-SOR 1, AUGUST 22, 1985; 
11*75 

29987; BEACH, JERILYN; INFORMATION PROCESSOR 1, JULY 1 1985- 
12.00 ' 
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EXERCISE 3 

1. Plan and create a database which includes inventory and 
maintenance information on equipment. The serial number 
typo of equipment, model, the date purchased, date of 
maintenance, cost of maintenance or contract, and whether or 
not the equipment is on maintenance contract or a per call 
basis. If maintenance is on a per call basis include the 
cost/hr. for a maintenance call. 

a. Plan the database using the dBase Planner form. 

b. Create the database and enter records given. 

c. Print 

Following is a partial list of equipment for the business 
department . 

C = CALCULATOR T = TYPEWRITER M = MICRO 

Jli*?""'' '"""CHASE DATE, JULY 22, 1985; NO CONTRACT; 
20.00/HR; NO MAINTENANCE 

2o?oo;hr; nJ'StenS'' "° 

20?oo;hr; IT'^fe '''''' "° 

M^^NTENANcf ^^^°^'* ''"^^"^^^ "^"^^ 22, 1985; YES CONTRACT; NO 

FEBRUAr5'22?^I'986'* ''"^^"''^^ "^"^^ ^2, 1985; YES CONTRACT; 

^IN^ENANcf ^"^^"^^^ "^U^Y 22, 1985; YES CONTRACT; NO 

lllV'lA^'ll^^^^^' ^^^^^^^^ "^U^Y 22, 1985; YES CONTRACT; 

^Nri/'ioSr^S^^Mn^"''^^ "^"^Y 22, 1985; YES CONTRACT; 

JUNE 14, 1986, SEPTEMBER 5, 1986 

MAIN?ENANci^^^^°^' ^"^^"^^^ "^"^Y 22, 1985; YES CONTRACT; NO 
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dBASE III PLANNER 
Step 1 — Define purpose; i'.iformation needed. 



Step 2 & 3 — Name the fields; determine their type and width. 

,^ « . . Decimal 
Field Des cription Field Name Field Type Width Position 



NOTES: Include items such as abbreviations used in the data, 
upper case or lower case, format for name, etc. 



Step 4--Name 

Name of dBase file 

• ♦» 
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dBASE III PLANNER 



Step 1 — Define purpose; information needed. 



Step 2 & 3— Name the fields; determine their type and width. 
Field Description F ield Name Field Type Width Positioi 



NOTES: Include items such as abbreviations used in the data 
upper case or lower case, format for name, etc. 



Step 4 — Name 

Name of dBase file 
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dBASE III PLANNER 
Step 1 — Define purpose; information neecIecS. 
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Step 2 & 3— Name the fields; determine their type and width. 

u ^ J Decimal 
Field Description Field Name Field Type width Position 



NOTES: Include items such as abbreviations used in the data, 
upper case or lower case, format for name, etc. 



f Step 4 — Name 

y Name of dBas<i file 

f 



STUDENT '8 LABORATORY GUIDE 
UNIT 1: DATABASE MANAGEMENT 
Lesson 3: Editing, Displaying, Counting, Sua, and Average 



OBJECTIVES 

The student will be able to: 

1. Use the following conunands in dBase III: 
DIR 

USE 

DISPLAY STRUCTURE 
DISPLAY OFF 
DISPLAY NEXT 
DISPLAY RECORD 
GO 

GOTO 

DISPLAY FOR 

COUNT 

AVERAGE 

SUM 

APPEND 

2. Display certain fields and records. 

3. Use relational operators with the DISPLAY FOR conunand. 

4. Search for conditional data in the file, for example, 
search for a certain name. 

5. Display logical fields. 

6. Use logical operators with the DISPLAY for command. 



LEARNING ACTIVITIES 
Date Activity Grade 

1. Complete and check Exercise 1. 

2. Complete and check Exercise 2. 

3. Complete and check Exercise 3. 
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EXERCISE 1 

S'^^PQ Function 

This gives you a list of 
documents you have on drive b 
so far. You should have 
student. dbf listed. 



1. At the dot prompt, type 
dir b: 



2. Type USE STUDENT. The USE command tells dBase 

that you want to open an 
existing file. USE STUDENT, 
therefore lets us use the 
student file created in the 
last lesson. 

NOTE: ONCE YOU HAVE SPECIFIED THE FILE USING THE USE COMMAND 
THAT IS THE ACTIVE FILE UNTIL YOU CLOSE IT AND SPECIFY ANOTHER 
FILE TO USE. 



3. Type DISPLAY STRUCTURE. 
Print screen. 



4. Type DISPLAY OFF. Then 
type LIST. Print screen. 



5. Read the handout. Display- 
ing Selected Records. 

6. Type DISPLAY ALL NAME, MAJOR, 
Print screen. 

7. Type DISPLAY ALL MAJOR, GPA. 
Print screen. 

8. Type DISPLAY ALL DATE, NAME. 
Print screen. 

TURN ON PRINTER 

9. Type DISPLAY ALL NAME, GPA 
TO PRINT. 



The DISPLAY STRUCTURE command 
allows you to review the 
structure used with this 
file. The screen includes 
the filename, the number of 
records entered so far, date 
of last update, field 
information, and total number 
of characters. 

Notice that the records are 
listed without the record ID 
number usu«^lly supplied by 
dBase III. This is because 
you turned off the record ID 
no. with the DISPLAY OFF 
command. 

Use it for reference. 



The name and major fields 
will be displayed. 

The major and gpa fields 
will be displayed. 

Notice that the date field is 
displayed first. 



The name and GPA fields will 
be listed by the printer. 
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10. Type DISPLAY RECORD 7. 
Print screen. 



11. Type DISPLAY NEXT 5. 
Print screen. 



13. a. Type GOTO TOP. Press 
enter, 
b. Type DISPLAY. 



14. a. Type GOTO BOTTOM, 
b. Type DISPLAY. 



The system searches for 
record number 7 using the 
record ID numbers that it 
assigned when the database 
was created. 

The next five records are 
displayed, beginning with the 
active record, record 7. So 
you should see records 6 
through 10 displayed. 

GOTO TOP sends dBase III 
in search of the first record 
in the file. When you then 
type DISPLAY and press enter, 
the first record is 
displayed. 

GOTO BOTTOM sends dBase III 
in search of the last record 
in the file. 



note: The commands GO TOP AND GO BOTTOM will do the same thing. 
The command GOTO followed by a record number will search 
that record. Again, you must type "dispiay" to see the 
record once it Is searched. u'^H«ay zo see tne 

15. Read the DISPLAY FOR explanation that follows. 
DISPLAY FOR 

^S^^?*.?^"^ display records and fields within records based upon 

specified within a DISPLAY FOR command. The correct 
format for this command is DISPLAY FOR {CONDITION}. For examoie 
DISPLAY FOR NUMBER » 222 would search fir and dispiay ?L?eSord' 
With the nximber equal to 22?. 

Relational operator symbols are used in the DISPLAY FOR 
command. They are: 

=^ Equal to 

< Less than 

> Greater than 

Less than or equal to 

Greater than or equal to 
<> Not equal to 



16. Type DISPLAY FOR MAJOR = 
"IP" TO PRINT. 

17. Type DISPLAY FOR GPA > 
3.5 TO PRINT. 



The Information Processing 
Majors will be displayed. 

The students with a GPA of 
greater than 3.5 will be 
displayed. 
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18. Type DISPLAY FOR NAME = 
"SMITH". 



This can be used to search 
for a record by name or other 
condition. 



19. Type DISPLAY FOR NAME = 
••C". 



The names starting with "c" 
will be displayed. 



YOU CAN SEE THAT THIS COMMAND IS VERY USEFUL AND VERSATILE. 



20. Type DISPLAY FOR ENR TO 
PRINT.. 



21. Read the Logical Oper tors 
description that follows. 



This displays all currently 
enrolled students; all 
students who have a y or t 
under enrolled. 



Logical operators in also be used in commands. The Loqical 
operators are: ^ 

.NOT. Test to determine if a ondition is not true 

.AND. Used to combine conditions; both conditions must 

be true for the condition combined by the entry 
.OR. Used to combing conditions; one or the other 

condition must be true for the combined condition 

to be true 



22. Type DISPLAY FOR .NOT. ENR. 

23. Type DISPLAY FOR MAJOR = 
"IP" .AND. GPA > 3.0 

TO PRINT. 

24. Type DISPLAY FOR MAJOR = 
"IP" .OR. GPA > 3.5 

TO PRINT. 

25. Type COUNT. 

26. Type COUNT FOR MAJOR = 
"IP" 

27. Type COUNT FOR GPA >= 3.5 



Those students not currently 
enrolled will be displayed. 

Information processing 
student with a GPA higher 
than 3.0 will display. 

Information processing stu- 
dents will displayed (any 
(GPA) as well as other majors 
'•7ith GPA greater than 3.5. 

The number of records in the 
active database will be dis- 
played (22). 

The number of IP students 
will be displayed (8). 

The number of students with 
GPA 3.5 or above will 
display (10). 
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The AVERAGE command can be use 
of a numeric field. 

28. Type AVERAGE GPA. 

29. Type AVERAGE GPA FOR 
MAJOR « "LS". 

30. Type USE. 

31. Type USE IPPERSON. 

The SUM command can be used to 
in the active database. 

32. Type SUM PAY. 

33. Type SUM PAY FOR TITLE = 
PROCESSOR 2. 



to get the mathematical average 



The average GPA for all stu- 
dents will be displayed 
(3.33). 

The average GPA for all Legal 
Secretary students will 
display (3.48). 

This closes the student file. 

This opens the information 
processing personnel file 
and makes it the active 
database. 

total one or more numeric fields 



This adds the hourly pay 
rate for all employees and 
displays this information. 
($179.10) 

The sum of the hourly pay 
for the category Information 
Processor 2's is displayed. 
(53.50) 
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EXERCISE 2 



Display the information processing personnel database and 
print it. 

What is the average salary of the title processor 2? 

processor 1? 



What is the exact conunand you gave in each case in question 
2 to determine the averages in dBase? 



What is the total hourly pay for all personnel in 
proofreading? 

What command did you use to determine this total? 
Print a list of employees that make $13.00/hr. or more. 
What is the exact command used to determine this. 
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EXERCISE 3 

1. Add the following records to the maintenance database. 
Type USE MAINTEN 

Type APPEND. Press enter; then add the following records. 
NO^MAINTENANCE^'^'^^' ^"^^"^^^ ^^'^^ JANUARY 15, 1985; YES CONTRACT 

27667; T; OLIVETTI; PURCHASE DATE JANUARY 15, 1985; YES CONTRACT 
SEPTEMBER 14, 1986, MARCH 19, 1987 ^uwikaui 

NO^MAINTENANCr^^^' ^^^^^^ ^^"^^ JANUARY 15, 1985; YES CONTRACT 
NO^MAINTENANCE^'^'^^' ^^^^^^ ^^'^^ JANUARY 15, 1985; YES CONTRACT 

27070; T; IBM; PURCHASE DATE JANUARY 15, 1975; YES CONTRACT 

JJJJfto™^;.^^??;/^'^^^ OCTOBER 11, 1983, MAY 22, 1985 

AUGUST 24, 1986, SEPTEMBER 11, 1987, JANUARY 19, 1987 

27071; T; IBM; PURCHASE DATE JANUARY 15, 1980; YES CONTRACT 
OCTOBER 21, 1983, JANUARY 29, 1986, SEPTEMBER 22, 1987 

27072; T; IBM; PURCHASE DATE JANUARY 15, 1984; YES CONTRACT 
1987^'^JANUARY^2i '^1987^^' ^^^'^^^^^ NOVEMBER 14, 

29111; M; IBM; PURCHASE DATE AUGUST 22, 1986, YES CONTRACT; 
OCTOBER 11, 1986 

29112; M; IBM; PURCHASE DATE AUGUST 22, 1986, YES CONTRACT; 

SEPTEMBER 23, 1986, APRIL 4, 1987 . kaui, 

29113; M; IBM; PURCHASE DATE AUGUST 22, 1986, YES CONTRACT; 
NO MAINTENANCE 

29200; M; NCR; PURCHASE DATE OCTOBER 11, 1986, YES CONTRACT; 
NO MAINTENANCE 

29201; M; NCR; PURCHASE DATE OCTOBER 11, 1986, YES CONTRACT; 
JANUARY 21, 1987 

29203; M; NCR; PURCHASE DATE OCTOBER 11, 1986, YES CONTRACT; 
NOVEMBER 3, 1986, NOVEMBER 17, 1986, OCTOBER 1, 1986 

29204; M; NCR; PURCHASE DATE OCTOBER 11, 1986, YES CONTRACT 
NO MAINTENANCE 

7300010; D; IBM; PURCHASE DATE AUGUST 21, 1983, NO CONTRACT; 
lOO/HR.; SEPTEMBER 30, 1986 

7300011; D; IBMj, PURCHASE DATE AUGUST 21, 1983, NO CONTRACT; 
lOO/HR.; NO MA-ENTENAfJCE 
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After adding all records, type USE MAINTEN to store 
additions on disk. 

Print a list of all equipment that we do not carry a 
contract on. 



49 



STUDENT'S LABORATORY GUIDE 
UNIT I: DATABASE MANAGEMENT 
Xiesson 4: Sorting 

OBJECTIVES 

1. Define and describe sort and key field. 

2. Sort in ascending and descending order. 

3. Sort selected fields from a file. 

4. Sort on multiple fields. 

5. Define and use the following commands: 
. SORT TO filename ON field name 

SORT TO filename CN field name /D (Descending) 
SORT TO filename ON field name FOR field name 
SORT TO filename ON field name, field name 

LEARNING ACTIVITIES 

Date Activity Grade 

!• Read handout on The Sort Command. 

2. Complete Exercise 1. 

3. Complete Exercise 2. 
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THE SORT COMMAND 

The records f- a database are displayed in the order in 
which they were entered unless we change that order using the 
SORT command. Records can be sorted in several different 
sequences. For example, we may want an alphabetical list by last 
name, in ascending or descending order by pay rate or GPA, or by 
last name within departments or majors. 

Look at the student database. If we want an alphabetical 
list by last name, we would sort using the field name, name. 
This field is called the key field— the field used as the basis 
for sorting. If we wanted an alphabetical list by last name 
within each major, we would use two key fields— name and major. 

Unless you specify otherwise, dBase III sorts fields in 
ascending order. You will learn to sort in descending order as 
well. 

When you sort a database, you store the newly created file 
under another filename. This filename should be something 
logical which will identify the sort pattern and the file being 
sorted. The original file will remain in its original order. 
For example, we could alphabetically sort student. dbf to a file 
we name alphastu. dbf . Another way to name sorted files is to 
number them; for example, sortl, sort2, sort3. 
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EXERCISE 1 



Step s 

Set the default drive to b: 
Use the ipperson file. 

Type SORT TO SORTl ON NAME. 



To display the sorted file, 
type USE SORTl; then type 
DISPLAY ALL. Print. Type USE 
to close SORTl. 

USE IPPERSON. Type SORT 
ON NAME TO S0RT2. 
Display the file. 

Type SORT TO S0RT3 ON PAY 
DESCENDING. Use SORTS; 
print. 



USE IPPERSON. 

Type SORT TO S0RT4 ON TITLE, 
NAME. Print. 



Use the Student file. Type 
SORT TO SORT 5 ON NAME FOR 
ENR. Print. 



Type SORT TO S0RT6 ON MAJOR 

FOR ENR. Print. 

Remember to close the file. 



Explanati on 



While sorting takes place, 
the message 00% sorted 
appears on screen. When 
sorting is completed, the 
message 100% Sorted No. of 
records sorted is shown. 

The sorted file will display 
on your screen. 



You will get the same 
results using ON or TO after 
the command SORT. 

The sorted file will contain 

records listed in descending 
order by hourly pay. 



The new file will be sorted 
first by d«3partment and then 
by names within each depart- 
ment. You must specify the 
most important field first 
when sorting on more than one 
field. 

This sort operation uses a 
logical field as one of the 
key fields. The output will 
contain all currently 
enrolled students sorted by 
name. The condition FOR 
followed by a logical field 
name gives this result. 

This file will contain a 
list of currently enrolled 
students sorted by major. 
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Use the commands you learned in lesson 4 to sort the student 
file as indicated. Record the commands used for each and print a 
copy of each new file. 



Sort the student file starting with the most recent date. 
Name the new file stusortl. 

Sort the student file with GPA in ascending order. 
Name the new file stusort2. 



Sort the student file to obtain a list of all students by 
major. Name the file stusort3. Print a list of Information 
Processing and Legal secretary students. 
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EXERCISE 3 

. X Use the commands you have learned to add to and sort the 
information processing personnel file as indicated. Record the 
commands used for each and print a copy of each new file. Use 
the file name Ipsortl. 

1. a. Add the following records to the Ipperson . dbf . 



34452; SINGH, GEORGIA; PROOFREADER; 09/12/86; 9.00 
77387; ABBOT, LILA; PROCESSOR 2; 10/21/85; 12.75 
98837; KRAMER, PHYLLIS; PROCESSOR 2; 11/11/85; 13.00 
87379; TRENT, MICHAEL; PROCESSOR 1; 12/01/85; 12.00 
45834; SIMS, MONICA; PROCESSOR 1; 09/18/85; 11.75 
87837; SIMSON, KALA; PROCESSOR 2; 08/26/85; 13.75 
93837; LANDON, REBECCA; PROOFREADER; 09/06/85; 9.50 
b. Sort the updated file by name. 

2. Sort this file in order of date hired starting with 1984 
Name the file persort.l 



3. Sort the file by pay rate with the 

a. lowest pay listed first. Name this one paysorta. 

b. highest pay listed first. Name this one paysortd. 



4. Sort the fi.'.e by title and name with title being the most 
important scrt. Name the file titleper. 



5. What is the average salary of the position 
a . proofreader 



b. processor 1 



c. processor 2 
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Lesson 5: Creating an'' Printing Reports 

OBJECTIVES 

1. Use a printer spacing chart to design dBase report 
form. 

2. Create and print a dBase report including a page 
number, the date, a title, and column headings. 

3. Create and print a report using selected records from { 
file. 

4. Modify a report. 

5. Prepare and print a report with subtotals. 

6. Use the following commands: 
CREATE REPORT 

LEARNING ACTIVITIES 

Date Activity Grade 
1. Read the handout Designing a dBase Report. 



2. Design your report in exercise 1 using 
the examples given and a printer spacing 
chart . 

3. Complete exercise 1. 

4. Complete exercise 2. 

5. Complete exercise 3. 
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DESIGNING A dBASE REPORT 

So far, our printouts of files have been lists in simple 
format. We have not changed the appearance of the output; only 
the order of the records listed. 

However, dBase has a report-generating feature that allows 
you to print report in a more usable business-like format. This 
feature allows you to create a report that includes a page 
number, a date, a title, column headings, subtotals, totals, etc. 

To use this feature, the command CREATE REPORT is used. 
This one command begins a series of screens on which you are 
prompted to enter information. It will be very important for you 
to read what is on each screen as you create reports. Most of 
the instructions are on the screens. 

Designing a report using a printer spacing chart or graph 
paper is recommended. You will need something to refer to as you 
enter your format choices on each screen. The chart will help 
you visualize your report format. An example is included for 
reference. 



THE PRINTER SPACING CHART 

Look at the printer spacing chart. You will follow these 
steps in designing reports in this lesson, (see page 10) 

1. Determine the left margin. 

On the example given, a left margin of 5 was used. 

2. Enter the page number, the date, and the report heading. 
The page number and date location are pre-determined by 
dBase. The report heading will be centered automatically by 
dBase when you have completed the next step. 
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Determine what your coluinn headings will be. Try to keep 
them no longer than the width of the field they identify. 
You can use more than one line for column headings. They 
will be followed by three blank lines. 

In the example, the column headings employee name, 
department name, pay rate, and weekly pay are used. 

Mark off with x's the number of characters allowed in each 
field. 

In the example, 20 characters are allowed for the employee 
name, 10 for the department name, 5 for the pay rate 
(including one for the decimal) and 8 for the weekly pay. 
Once you have done this, the spaces remaining to the right 
of the entries make up the right margin, in the example, 
the right margin is 28. We used 5 spaces for the left 
margin and 47 for the report area; we had 80 columns to work 
with (80-52=28) 



Summary 

dBase provides the following: location and display of the 
page number, date, 3 blank lines after the report heading, 1 
blank line betwev>n each field, the entry Total and the actual 
total at the bottom of the report. 

You control the rest. 
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EXERCISE 1, LESSON 5 
DESIGNING A REPORT 

In this exericse, we will design a report form for the 
information processing file. It will include the name, title 
hourly pay, and weekly pay. 

1. Determine the left margin. 

We will use a left margin of 10. Remember that this is 
determined by you. We are using 10 because our report will 
use only four fields and will not require much space 
horizontally. 

2. Enter the page number, the date, and the report heading. 
The page number and date location are pre- determined by 
dBase. The report heading will be centered automatically by 
dBase when you have completed the next step. 

Write the page number 1, the current date, and the report 
heading INFORMATION PROCESSING PAYROLL on the chart. 

3. Determine what your column headings will be. Try to keep 
them no longer than the width of the field they identify. 
You can use more than one line for column headings. They 
will be followed by three blank lines. 

We will use Employee Name, Title, Pay Rate and Weekly Pay 
for our column headings. Record these on the printer 
spacing chart. 

4. Mark off with x's the number of characters allowed in each 
field. Refer to the file structure if you do not remember 
the number allowed in each field. 

Record x's for the width of the name field, the width of the 
title field and the width of the pay field. Allow 8 columns 
for the weekly pay. 

Check your work: Your right margin should be 21. 

NOW THAT THE REPORT IS DESIGNED, USE dBASE TO HELP YOU GENERATE 
THE REPORT FORMAT! 
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EXERCISE 2, LESSON 5 



CREATING THE REPORT 



Make ipperson.dbf the active 
file. Type CREATE REPORT 
PAYROLL, 

This filename will be 
Payroll •frm. 



At the top of the first 
screen^ you will see the 
name of ths active file^ 
along with its structure. 
Beneath the double lines 
is the display Page heading; 
the cursor is in the reverse 
video area. Type Informa- 
tion Processing Payroll. 

Now the cursor is posi- 
tioned on the Left margin 
selection line. Enter 10, 
the left margin we decided 
to use. 

Fill in the remaining 
lines. Right margin « 21. 
# lines /page: = 58. Double 
space report? N 

The next screen allows you to 
set up subtotals on a report. 
Press pgdn. 

On this screen you will set up 
field 1. The >>> stand for the 
columns in the left margin. The 
<<<< indicate columns left 
{ remaining ) . 

The cursor is in the first 
reverse video block, field 
contents. Type the first 
field name to use, NAME. 



The CREATE REPORT command is 
issued followed by a filename 
under which you want the 
report form stored. dBase 
will supply an identifier, 
•frm after the filename; this 
indicates that it is a report 
form. 

There is room for a four line 
heading in the report. We 
need only one line. Press 
enter until the cursor is on 
the line Page width 
positioned at 80. 80 is the 
default width. We will not 
change it. Press enter to 
accept it. 

When you press enter, the 
value you selected will be 
displayed. 



Press enter after each choice 
is made. Accept # of 
lines/page = 58. This is the 
default. 

PgDn takes you to the next 
screen; you will not need 
subtotals for this report. 

Notice that the <<<< 
changes as you type. 



Remember: Field contents 
field name. 
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8. In the next block. Field when you press PgDn, the next 

header, type- the column screen will appear, 

heading you want to appear 
in the report. Space six 
times to center the heading. 
Type EMPLOYEE. Press enter. 
Type NAME centered under 
EMPLOYEE. Press Enter. 
Press PgDn. 



9. Fill in the screens for 
fields 2 and 3. 

10. On the screen for field 3, 
you will fill in the deci- 
mal position for the field 
pay. Total? N 

11. For the Field contents, 
type PAY * 40. 



12. Set decimal places to 2, 
Press enter. Set total 
to Y. 

13. Type Weekly Pay as the 
Field header. Place 
Weekly on line 1 & Pay 
on line 2. 



14. Since a width of 8 is 
correct, press PgDn to 
accept it and go to the 
next screen. 



15. If you need to make cor- 
rections, depress PgUp to 
return to previous screens, 
Use PgDn to return to this 
last screen after making 
any corrections. 

6. Press CTRL + END to save 
the report form on disk. 
The screen returns to the 
dot prompt. 



Field 2 information is 
similar to field 1. 

Press PgDn when this screen 
is completed; then follow 
steps listed for field 4. 



This indicates to dBase to 
figure the weekly pay using 
40 hours times hourly pay. 

dBase will figure the weekly 
pay. 



Notice that field width is 
already displayed as 8. 
dBase figures this by adding 
the field width of pay (5) 
plus the width of 40 (2) plus 
one extra space. 

On this screen the report 
format is displayed. 
Proofread it. Notice that 
columns left = 0; we have 
used the entire report area. 



This report form will be 
saved under the filename 
PAYROLL. FRM and can be used 
again. 
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17. Type REPORT FORM 
PAYROLL TO PRINT. 



The report will print and 
will be displayed on the 
screen. Notice that the 
heading pay rate & weekly pay 
are right justified; this is 
the format dBase III uses. 



61 



INTERMEDIATE INFORMATION PROCESSING 
Student's Laboratory Guide 
Unit I, Lesson 5 



PAGE 8 



EXERCISE 3, LESSON 5 
PREPARING REPORTS USING SELECTED RECORDS 



REPORTS WITH SUBTOTALS 



Reports using selected records: 



Steps 

1. Type Use TITLEPER, 



2. Type REPORT FORM PAYROLL 
FOR TITLE =: "PROCESSOR 1" 
TO PRINT. 



Reports with subtotals: 



Explanation 

This makes TITLEPER the ac- 
tive file. This is the file 
you created previously by 
sorting on title and name. 

This simple command allows 
you to print information in 
many varied ways. All 
Processor I employees are 
printed and displayed in 
alpha order. 



Next, let's produce a report with groups of employees by 
title with subtotals of hourly pay for each group. We could 
create another report form, but instead we will modify IPPAYROL. 



1. TITLEPER is already the 
active file. Type 
MODIFY REPORT PAYROLL. 
Press Enter. 

2. Press PgDn. 



3. The cursor is at Group/ 
subtotal on: 

Type Title 

4. Press CTRL + END. 



5. Type USE TITLEPER. 

Type REPORT FORM PAYROLL 
TO PRINT. 



You will see the first screen 
that you created previously. 
All entries on this screen 
are correct. 

This screen allows U6 to 
specify subtotals. 

This tells dBase III to take 
a subtotal each time the 
group Title changes. 

There are no other changes 
needed so we save this new 
report form. 

The report will print in the 
new format, including 
subtotals. 
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EXERCISE 5, LESSON 5 

Create a report to list student number, student name, and 
major sorted in alpha order by name. Name the report form 
Major. Use a left margin of 25. 

Create a report using name, major and GPA in alpha order bv 
name. Name the report GPA. 

Modify the GPA report to print the file grouped by maior 
with GPA in ascending order. 
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PRINTER SPACING CHART 
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STUDENT'S LABORATORY GUIDE 
UNIT I: DATABASE MANAGEMENT 
Lesson 6 J Keeping the Database Up-To- 



OBJECTIVES 

1. Add records to a file. 

2. Delete records from a file 

3. Change existing records. 

Use the commands: 
APPEND 
INSERT 
APPEND FROM 
DELETE RECORD # 
DELETE FOR FIELD = " 
SET DELETED ON/OFF 
RECALL 
PACK 

EDIT RECORD # 
CHANGE 
BROWSE 
REPLACE 



LEARNING ACTIVITIES 
Date Activity 

1. Complete Exercise 1. 

2. Complete Exercise 2. 
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EXERCISE 1, UNIT 6 
ADDING TO AND DELETING RECORDS 

Three main functions that keep a database up-to-date are to: 

1 ) add records 

2) delete records (temporary and permanent) 

3) change existing records 

You have already learned to add records to a file by use of the 
APPEND command. 

In this lesson you will learn some additional ways to add records 
to a database. 



The data entry screen will be 
displayed for record 13 



1. Type Use IPPERSON. Type 
GOTO 12. Type INSERT. 

2. Enter the following for 
record 13: Ray Jones; 
16281; Proofreader; 3/25/87, 
8.75. 

3. Type DISPLAY ALL TO PRINT Notice that the data for 

Jones is in the record 13 
position. The other records 
have been moved down. 

dBase also allows you to bring data from another database 
file into the currently open file. If any records are marked for 
deletion they will not be included. If the two data files have 
different structures, only fields that have the same structure 
(name and type) will be copied. The APPEND FROM command is used 
to combine two database files. This command may be used to 
combine the work of two or more people working on separate 
computers . 



Steps 

Obtain the dBase exercise 
disk from your instructor. 
Boot with DOS. Place the 
exercise disk in drive a. 
Place your disk in drive b> 
At the A>, type COPY EX1UN6.DBF 
B: Press enter. 

Type USE STUDENT. Type 
APPEND FROM EX1UN6 . Press 
enter. 

Type DISPLAY ALL TO PRINT. 
Type CTRL + END to save. 



Explanation 

This will copy the database 
file exlune.dbf to your disk. 
It has the same structure as 
your file, student. dbf. 



This will bring student 
records stored in exlun6 to 
your student file. 

Notice the new records. 
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The DELETE cominand: 
(Temporary deletion) 

DELETE - delete the active record 

DELETE RECORD # - delete the rfecnrd nuifher indicated 

DELETE FORENAME "BREMER. JANIE" wou^d dLe?e Sa^if Bremer's 



Try some of these commands: 

1. Use IPPerson. Display 
record 11. Type delete. 

2. Type DISPLAY ALL. 



3. 

4. 
5. 

6. 
7. 



Type SET DELETED ON. 
Type DISPLAY ALL. 

Type SET DELETED OFF. 

Type DELE-PE FOR NAME = 
"BREME?., JANIE" 

Type RECALL FOR NAME = 
"BREMER, JANIE". 
DISPLAY ALL 

Type RECALL RECORD 11. 
DISPLAY ALL 



Record 11 will be marked for 
deletion with an asterisk. 

Notice that record li is 
still listed, but has an 
asterisk by it; this is how 
dBase III marks records for 
deletion. The file is not 
physically deleted from the 
file. In fact, when count, 
sum or averagae is used, this 
record will be included. 
The deleted record has become 
invisible. 

The record is visible again. 

This marks Janie Bremer's 
record for deletion. 

The deletion mark (*) is 
removed . 



Record 11 is recalled. The * 
is removed. 



U?!-; permanently remove some records. 

PACK = PERMANENT REr.40VAL 

3 backSS^oJ^/^yf^^-^v.^S*'®''^"^ command. It is a good icisa to make 
roSn«^^^4-hf4- ^t^' ^fl^""^ "^^"3 Pa°^ command or any ether 
???^h«? ^^l makes either permanent or global changes to a file. 
(Global changes affect a large number of records in a file.) 



Step 

1. Type USE IPPERSON. 

Type COPY TO IPPERS02, 
Type USE IPPERS02. 



Explanation 

We are copying the original 
file to a new file so that 
we will not permanently de- 
lete records from the ori- 
ginal file. 
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Type SET DELETED OFF. 
Type DELETE RECORD 11. 
Type DELETE RECORD 5. 



Notice that record 11 and 5 
are marked for deletion. 



Type PACK. 
DISPLAY ALL. 



The records have been removed 
permanently. 
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EXERCISE 2, LESSON 6 

CHANGING RECORDS 

TnJ^^S^J? to keep the database up-to-date is to change the 
information in the records. ^ 
Use these commands to change records: 
EDIT 

CHANGE FOR 

BROWSE 

REPLACE 



Step 

1. Use IPPERSON file. Type 
EDIT RCOORD 3. 



Explanation 

The screen for record 3 
displayed. 



is 



2. Press the down arrow key to 
move the cursor to the pay 
field. Type 12.50. 

3. Type CTRL + END. 



4. Type CHANGE FOR NAME = 
"RUSTON, MIKE". 

5. Cursor to title and enter 
Processor 2. Type CTRL + 
END. 

6. Type GOTO TOP. 
Type BROWSE. 



Press Down Arrow key or 
Up Arrow key to highlight 
different records. 

Move down to Sipes, Donna. 
Use the right arrow key to 
move the blinking cursor 
to pay. Press the home 
key to move it back to 
number; press te end key 
to move it back to pay. 

Type 12.00 in the pay 
field. Press the home key 
to move back to number. 



The new pay 12.50 should 
display. 



This saves the change and 
exits to the dot prompt. 

Mike Ruston's record is 
displayed. 



The IPPERSON file will be 
displayed. The current 
active record is highlighted. 
It is record 1 because we 
used the GOTO TOP command. 

Notice that as you move, 
the highlight, the record 
no. is displayed on line one. 

Notice that end moves the 
cursor one field to the right 
each time it is depressed; 
home moves it one field to 
the left. 



This changes pay from 11.75 
to 12.00 for r nna Sipes. 
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10. Use the Dn Arrow to move 
the highlight down to the 
line after the last record. 



A message will appear. Add 
new record? (Y/N) 



11. 



Type Y. Press Enter. 



Enter: 86310; Mixson, Chaser- 
Processor 1; 3/25/87; 11.25. 



12. Type CTRL + END to save 

these changes. Tvpe DISPLAY 
ALL TO PRINT. 



The REPLACE command: 

The REPLACE command can make systematic changes--changes 
that automatically search for & change data— in most or all 
. records. 



Steps 



Explanation 



Type USE IPPERSON. 
Type SET SAFETY ON. 



Since replace can change 
large numbers of records, 
using the SET SAFETY ON 



command provides an 



opportunity to cancel the 
replace command before the 
permanent change is made. 



Type REPLACE ALL PAY WITH 
PAY * 1.07. 



This tells dBase to multiply 
current hourly pay by 1.07, 
thus giving everyone a 7% 
r;.ise. 



3. Remember to type CTRL + END 
to save the change. DISPLAY 
. TO PRINT. 



ALL 
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i UNIT I: DATABASE MANAGEMENT 

f Lesson 7: LABELS 

I OBJECTIVES 

1. Design and produce mailing labels. 

. 2. Use the following commands: 

> CREATE LABEL 

LABEL FORM 



LEARNING ACTIVITIES 

Date Activity grade 
!• Complete Exercise 1. 
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EXERCISE 1, LESSON 7 
LABELS 

Many different kinds of labels can be produced using dBase 
labels generation function to produce mailing 

Creating a label format is much like creating a report 
format. The file created will have an .LBL extension. 

Obtain the database exercise disk from your instructor. 
^1 fS®: ^''^^ Display this file. You will see 

that it has the name, address, city, state, and zip. You will be 
preparing mailing labels for all applicants! 

Labels are available in many different sizes on special 
computer forms. Before creating labels, you should 
Steps 

1. Copy the database file APS onto your diskette 
Type USE APS. 

Type CREATE LABEL The first screen is for 

dimensional information. 
The default settings for 
dBase are Width, 34; 
Height, 6; Left Margin, 0 
Lines between labels, 0; 
Number of labels across, 1. 

ff^-^S^^K^^S?^^ "^V^ ^ different size, you would measure them and 
the defaults"^''^ ^^"""^ screen. For this exercise accept 

2. Press enter to get to the The second screen is for 
second screen. label contents. Fill this 

in with the fields we will 
use from the APS file. 

3. On line 1, type NAME This tells dBase to search 
On line 2, type ADDRESS APS file for this data. 

On line 3, type CITY, STATE, ZIP 
Press enter twice. 

4. Type LABEL FORM APS TO PRINT. All data from the file will 

be printed unless you sort 
selected data to another file 
to use or use a FOR 
condition. 
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LESSON 8: PROJECT I: PACIFIC TALENT AND MODEL AGENCY 

OBJECTIVES : 

The student will be able to: 

1. Create a database file from source documents. 

2. Enter records, sort, create and print reoorts a^rt 
sof^a^e'bKnS.'"'" instructions for the 
?ru^e^~.^^LS^^^^^^^^ - ^-tions 

LEARNING ACliVITIES 
Date Activity 



Grade 



Complete: 




Activity: 


Page: 


1 


3 


2 


5 


3 


6 


4 


7 


5 


8 


6 


9 


7 


9 


8 


10 


9 


11 


10 


11 


Database Report 1-1 


13 
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UNIT I: DATABASE MANAGEMENT 
Lesson 9: PROJECT 2: COMPUTERS USED TO EDUCATE 

OBJECTIVES 

The student will be able to: 

1. Create a database file from source documents. 

2. Enter records, sort, create and print reports with 
r^iorJ'^Jo"^'.^*'*' "f°^*^«' »odify%eSorSs? deligi a new 
rSorL S;^*' 'r^'l^^^ P^^"* labels f^om selec?eS 

f""^!?* selected lists without being given 
step by step instructions for the software being usIS. 

^* ?ru8e"?o''acSSiJ?J° ""^J* decisions on which functions 
TO use ro accomplish each activity. 

LEARNING ACTIVITIES 

Date Activi ty 

^ Grade 



Complete: 




Activity: 


Page: 


1 


27 


2 


28 


3 


29 


4 


30 


5 


31 


6 


31 


7 


33 


8 


33 


9 


34 


10 


34 


11 


35 
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Date 

Activity: Page: 

12 36 

13 36 

14 37 

15 37 

Database Report 2-1 

Database Report 2-2 
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Lesson 10: PROJECT 3: CIRCLEVILLE COMMUNITY HOSPITAL 

OBJECTIVES 

The student will be able to: 

1. Create a database file from source documents. 

2. Enter records, sort, create and print reports with 
calcuations and with sub-groups, add records, modify 
records design a new report format, create and print 
labels from selected records, and print selected lists 
without being given step by step instructions for the 
software being used. 

3. Work independently to make decisions on which functions 
to use to accomplish each activity. 



LEARNING ACTIVITIES 
Date Activity 



Grade 



Complete : 




Activity: 


Page: 


1 


55 


2 


57 


3 


57 


4 


58 


5 


58 


6 


59 


7 


60 


8 


61 


9 


61 


10 


62 


11 


62 
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Date 



Activity: Page: 

12 63 

13 63 

14 64 

15 64 
Database Report 3-1 67 
Database Report 3-2 67 



PAGE 2 



Grade 
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UNIT II; ELECTRONIC SPREADSHEETS 
LESSON 2: Building the Worksheet 

OBJECTIVES 

The student will be able to: 
Exercise 1: 

1. Boot Lotus. 

2. Edit entries. 

3. Use Help. 

4. Set column width (global and local) 

5. Format display of numeric values. 

6. Format Display of labels. 

7. Enter values* 

8. Copy values to a range of cells* 

9. Print screen. 
Exercise 3: 

10. Enter Formulas 

11. Copy formulas to a range of cells. 

12. Use the @sum function. 

13. Save a worksheet to disk. 
Exercise 4: 

14. Retrieve a worksheet stored on disk. 

15. Format the printout of the worksheet. 

16. Print the worksheet using the Print menu. 

17. Exit Lotus 1-2-3 correctly. (See p. 15 of 
Lesson 2) 



LEARNING ACTIVITIES 
Date Activity 

1. Read the handout Building A Worksheet. 

2. Complete Laboratory Guide Exercise 1. 

3. Complete Laboratory Guide Exercise 2. 

4. Complete Laboratory Guide Exercise 3. 

Read Quitting Lotus on page 15. 



5. Complete Laboratory Guide Exercise 4. 

6. Complete textbook Lesson 2: 

NOTE: USE THE QUICK REFERENCE GUIDE AS 

NEEDED. 
Exercise 4 

Exercise 5 
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Exercise 6 
Exercise 7 
Exercise 8 
Exercise 9 



80 



INTERMEDIATE INFORMATION PROCESSING piGE 3 

Student's Laboratory Guide a t j 

Lesson 2 

BUILDING A WORKSHEET 

Editing Entries 

As you enter data, you will correct errors as follows: 

press the F2 key to change to Edit Mode, move the cursor if 
needed, and then type the correction. The backspace key 
deletes characters to the left of the cursor while in edit 
mode. Fcj more information on editing, see QUICK REFERENCE 
GUIDE, p. 19. 
Getting Help 

You may also want to use the Help function provided by 
Lotus. To access the Help screens, press Fl. You may 
access Help while typing an entry or between commands. 
Return to the worksheet by pressing Esc. 

The exercises provided in this and the following units 
will contain step-by-step instructions. You will also be 
given a page number for the QUICK REFERENCE GUIDE. You may 
look up the procedure in the QUICK REFERENCE GUIDE to become 
familiar with its format and the instructions given; 
however, for the first exercise, follow the steps given in 
this handout. 

We will build a worksheet showing the expenditures for 
the Information Processing Department for the first quarter. 
Steps in Building a Worksheet 

1. Construct the blank form for the budget. This 
step includes formatting the worksheet and 
entering all labels. 

2. Fill in the budgeted and expenditure amounts for 
each month. This step includes entering all 
numbers which will be used for calculating. 
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3. Enter formulas in the cells that display totals 
percentages. 

4. store the budget on the data disk. 

5. Print the budget. 
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UNIT II 



LESSON 2 



LABORATORY GUIDE EXERCISE 1 

Constructing the Blank Form 
Formatting 

Booting Lotus (QUICK REFERENCE GUIDE, p 1) 

?n«^?'S^S%'"^i ^^^^ '^^^^ 5 columns, one 

woi-Ksneer. and one for total 

expenditures per item to date. 

NOTE: IF YOU ARE USING A MICROCOMPUTER WITH TWO DRIVES FOrrnw 
THE PROCEDURE BELOW TO CHANGE THE DEFAUL? DAtI stSS DRI^E 

direcS^^*''^??^^''?^'' ^° ^« specified as the startup 

cor?ec?lrivef ' ^"^^ ' "^^^^ ° *° ^- 

If it is not, 

1) remove the write protect tab from your system disk 
and replace it in drive A j x » uis>*^. 

2) press Esc (escape key) 

3) Type B:\ to indicate that you wish to store data 
on drive B. 

4) Press return. 

?^!„V^*n/''**f''^*® *° "P«5a*e the Global 

Lit^auit Directory. 

6) Press Q to return to the worksheet m Ready mode. 
Setting the Column width (QUICK REFERENCE GUIDE, p. 20) 



4. 



5. 
6. 



First, we will set column 
width to 12. 



Type /WGC to select 
Worksheet Global Column. 
Type 12 and press enter. 

However, the first column 
will contain labels which 
contain more than 12 
columns. 

Move the pointer to the top 
row in column A. (Al) 

Type /WC. Press Enter to 
select set. Type 20 & 
press enter. 



The default for column width in 
1-2-3 is 9 characters; 
therefore, we will change the 
column width to meet our needs. 

This changes the coli-mn width 
to 12 spaces for ail columns. 



We will change only cciunn A 
this time since this is where 
labels needing more columns 
will be listed. 

Use the poinfcer movement keys. 



WC selects width for column A 
(where the pointer is.) 
Typing 20 oets the column 
width for column A to 20. 



ERIC 
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Formatting the Display of Numeric Values (QUICK REFERENCE C=UIDE, 

9ives you the format screan. 
Release l.o The two formats for displaying currency are: 
currency and comma. 

The currency option places co-Mas between thousands, put negative 
figures m parentheses, allows e choice of a fixed number of 
decimal places and Includes a dollar sign before each entry. 

The comma option is the sar.e, except that no dollar sign is 
Shown . 



Vhs eeroent option shows the value times 100 followed by a 
percent sign and a specified (0-12) number of decimal places, 
used Whenever you are representing a value as a percentage. 

Example: 10,5% 

The fi^ option as.^ign3 the number of decimal places (0-12). 
used Hhen you need to show decimals but do not need other 
formatting option., .^xa^ple: 33.22 (two fixed decimal places) 
5eo the- QUJ.CX ftEFERSHCE GUIDE FOR ADDITIONAL NOTES ON 

VERSION 2,0 

" III ^SJn?ir;T.S.n%°-- St?or^^=*^ ^--^ ™- 
Press c-nter. option. 
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9. 



10. 



Next, 1-2-3 asks you for 
the number of decimal 
places; type 2; press 
enter . 

Check to see that the cell 
pointer has remained in 
cell Al. 



You will start entering column 
and row titles here. Since 
these are text ( .lot numbers), 
they are labels. 

Formatting Labels (QUICK REFERENCE GUIDE p 21 ) 

Labels are left justified upon entry unless *you rhanoe the 
format by doing one of the following: ^ -nange the 

To center a label, type the caret (-) key before the text, 
the text!^^^* justify a label, type the quotation key ( " ) before 

Complete the following steps to center the labels in row 1- we 
will leave the labels in column A left justified. 



11, 



12 



13. 



14. 



15, 



16. 



17. 



Type CATEGOhlES in all 
caps. Press Enter. 

Press the RtArrow key to 
move the pointer to cell 
Bl. Type * JANUARY in all 
caps. Press RtArrow key. 

Finish entering the labels 
in row 1 in centered for- 
mat. 

To move the pointer to 
cell A3, press the F5 key; 
type A3; press enter. 

The labels in column A 
will be entered left 
justified. Type Beginning 
Balance. Press enter. 

Press the DnArrow key 
twice to move the pointer 
to cell A5. Type Expendi- 
tures. Press the DnArrow 
key. 

Continue to type labels as 
shown by entering labels 
and pressing the DnArrow 
key to move the pointer to 
the appropriate cell. 



Categories will be centered in 
cell Al. 

JANUARY will be centered in 
cell Bl. The ent-y is made and 
the pointer moves to cell CI. 



The labels are February, March, 
and Tot Ex/ I tern. 



The pointer appears in cell A3. 



Beginning Balance will display 
left justified in cell A3. 



Expenditures will be displayed 
in cell A5 and the pointer will 
move to cell A6. 



The labels are Supplies, 
Maintenance, Lease, Maintenance 
Contracts, and Total Expen/mo. 
(Cell A12) 



ERIC 
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18. Print screen and compare 
your completed blank form 
for the Budget with the 
key provided. 



Make corrections as necessary. 
This blank form must be correct 
in order to continue to build 
the worksheet according to the 
instructions given. 
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LABORATORY GUIDE EXERCISE 2 
Entering Values--Balanccs and Expenditures 
Entering Values (QUICK REFERENCE GUIDE, p. 7) 



1. 



Move the pointer to cell 
B3; type 118000.00; Press 
enter . 



2. 



Go to cell 36. Type 
1500.75; press down arrow 
key. 



Remember to use the F5 (GOTO) 
key. Notice that this entry 
displays as $118,000.00. This 
is the format we selected 
previously for numerical 
entries. 

The entry $1,500.75 displays in 
cell 36 and the pointer moves 
to cell B7. 

The $600.75 is entered as the 
maintenance expenditure for 
January and the pointer goes to 
cell 38 « 

Copying (QUICK REFERENCE GUIDE, p. 11 . . . note that this uses the 
indicate range) ^^^"^ ^^^""^ "'^^^'''^ ^^^^ 

mnni-h^^^i^?°S''*.?^^^ leasing equxpment is the same for each 
month. 1-2-3 allows you to enter this value once and copy it to 

^2 needed- Do the following steps to enter 8333.33 
in cell B8 and copy it to cells C8 & D8. 



3. Type 600.75; press DnArrow. 



4. Type 8333.33; press enter. 
Type /C to access the copy 
command. 



5. 1-2-3 Screen says: Enter 
range to copy from: B8.. 
38. 

Press enter to accept 38 as the 
cell to copy from. 

7. At the right of the first 
message, the screen says: 
Enter range to copy to: B8 
appears . 

8. Type C8.D8. 
Press enter. 



$8,333.33 is displayed in cell 
38; the pointer remains in cell 
38. The pointer must be in 
cell 38 to complete the 
following steps accurately. 

1-2-3 asks for a range of cells 
to copy information from and 
guesses that it is cell 38. 



^•2-3 is asking for a range of 
cells to copy information to. 



This tells 1-2-3 to copy the 
value in B8 ($8333.33) to cells 
08 & D8. $8333.33 should now 
display in B8, C8 & D8. 
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9. Continue to enter the 
following amounts as 
indicated. 

Beginning Bal. Jan. Feb. March 

118,000.00 

Expenditures : 

Supplies 1,500.75 1,625.80 i 495. 60 

Maintenance 600.75 235.90 '781 21 

htf^t . 8 , 333 . 33 8 , 333 . 33 8 , 333 ! 33 

Maint. cont. 3,500.00 2,187.80 4,687.11 

10. Check your worksheet with 
the key provided. 
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LABORATORY GUIDE EXERCISE 3 

Entering Formulas 
Saving a Worksheet 



To complete your worksheet, you will enter formulas to calculate 
the Beginning Balance, the Total Expenditures per item, and the 
Total Expenditures per Month. 



1. Go to cell 312; type 

+B6+B7+B8+B9; press enter. 
This calculates the Total 
Expenditures for the month 
of January. 



Notice that you must type a + 
before B6 so that 1-2-3 will 
not take 36 as a label. The 
calculated amount in B12 is 
$13,934.83. Check your answer. 



^H^J^^^ ^°Py command to copy the formula in 312 to C12 
and D12 to calculate the Total Expenditures per Month for Febru- 
ary and March. 



2. Type /C. 

Press enter. 



Type C12.D12. 
Press Enter. 



Go to cell C3. 
Type +B3-B12. 
Press enter. 



4. Use the copy command to 
copy the formula to cell D3 
for March. 

5. Go to cell E6; type 
@Sum(B6.D6). Press enter. 



6. Use the copy command to 

copy this formula to cells 
E7 through E9. 



/C invokes the copy command and 
enter accepts B12 as the from 
range . 

Tells 1-2-3 to use the same 
formula in cells C12 & D12. 
The calculated values display 
in cells C12 & D12. 

This tells 1-2-3 to subtract 
total expenditures for Januaxy 
from the Beginning Balance for 
January. The result is the 
Beginni ig Balance for February. 

Check your figures. 
Cell C3 = $104,065.17 
Cell D3 $191,682.34 

The QSum command tells 1-2-3 to 
add the numbers indicated by 
the range we give. This is a 
shorter way to say +B6+C6+D6. 
The calculated result is 
$4,622.15? it displays in 
cell E6. 



• Type /C. Press enter. /C invokes the copy command; 

^ Enter accepts E8 as the from 

range . 
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b. Type E7.E9. Press Tells 1-2-3 to copy to E7 

writer. through E9 inclusive. 

7. Print screen and compare Make corrections as needed, 

your worksheet with the 
key. 

SAVING THE WORKSHEET ON A DISKETTE 

The worksheet is just in the main memory of the computer; 
therefore, it you turned off the power, you would lose the work- 
sheet. To save a permanent copy of the worksheet for future use 
store it on the data disk. ' 

1. Type /FS to invoke the File Save command. 

2. Type IPBUDGET for the file name and prfjss enter. File name 
rules in Lotus are similar to filename rules in other 
applications software. The name must be 8 characters or 

contain no spaces. The characters of the alphabet 
and 0-9 can be used in the name. 

3. When you press enter, the light on drive B: will indicate 
that the worksheet is being saved. It is saved with the 
extension .wks. 

4. Quit Lotus: See p. 15 of this lesson. 
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LABORATORY GUIDE EXERCISE 4 
Retrieving, Formatting the Printout, and Printing 
BOOT LOTUS 

RETRIEVING THE WORKSHEET (QUICK REFERENCE GUIDE, p. 6) 

^* ^SnuSand!'"''''^''^^* '"^^'^^ Retrieve 

2. Type the name of the worksheet and press the enter key. 

PRINTING THE WORKSHEET (QUICK REFERENCE GUIDE d 12 

Forn.-itting the Printout is not covered in' the QUICK* 
REFERENCE GUIDE) UUILK 

1. Type /P to invoke the PRINT command. 

*° P^i"* *he worksheet now or 
^® printed later. With the pointer 
on^ Printer", press the Enter key to print the worksheet 

displayed with several options for 
mn^J ^^i""^ printout of the worksheet. The Range option 
must always be used when printing the worksheet. ^ 

a. Move the pointer to Range and press enter. 

b. Type A1.14 tell Lotus to print the entire 
worksheet. 

°' H?o^*^® pointer to Options and press enter; this 
displays another set of formatting options. 

d. Move the pointer to Margins and press enter. 
TO set the margins: 

1. Move the pointer to Left and press enter. 

2. Type the number 0 and press enter twice to set th- 
ief t margin at 0. =>ou i;n-, 

3^ Move the pointer to Right and press enter. 
4^ Type 80 and press enter. 

To print a heading on the worksheet: 

1. wove the pointer to header and press enter. 

2. To center a heading type | Information Processina 
Budget. Press enter. 
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We have now set up the format of the worksheet by includino 
commands for the range, the margins and the heading. These 

options are not a permanent part of the worksheet 
unless we save the worksheet after setting them. 

To print the worksheet without saving the format: 

1. Move the pointer to Quit; press enter. 

2. Check to see that the printer is on; move the pointer to Go 
and press enter. 

Notice that the worksheet prints without the border and 
control panel. 

3. Move the pointer to Page and press enter to advance the 
paper in the printer. 

4. Quit to return to the worksheet. 



ERIC 
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QUITTING LOTUS 1-2-3 (QUICK REF. GUIDE, p. 32) 

«nJ^-??ni^''^*i°'' ^ certain, correct method for 

quitting work and exiting the program. 

To quit and exit Lotus, always follow these steps: 

1. Save the worksheet with the File Save command. 

2. Type /Q to invoke the Quit command. 

3. Confirm the command by moving the pointer to Yes; press 

4. When the Lotus Access System Menu is displayed, tvpe the 
letter E for exit; then type Y to confirS this choice 
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UNIT II: ELECTRONIC SPREADSHEETS 

Lesson 3: Retrieving Files, Entering vaiu-^s 
Overwriting Files, and Printing " ' 



TlLy. 2 r *he basic functions needed to create 

worksheets. However, additional functions will be presented 
using the QUICK REFERENCE GUIDE and assignments froS your 
textbook, SPREADSHEETS SKILL BUILDING EXERCISES AND 
APPLICATIONS. 



OBJECTIVES 

The student will be able to: 

1. Retrieve files. 

2. Enter values. 

3. Overwrite files. 

4. Print using Print screen. 

5. Fo7?mat a worksheet from narrative data. 

LEARNING ACTIVITIES 

/ 

following textbook exercises from Lesson 3. 
Additional instructions are given in this study guide if 
needed. 



Date Activity 

1. Complete 

. 2. Complete 

3. Complete 

4 . Complete 



Grade 

Exercise 10. 
Exercise 11. 
Exercise 12. 
Exercise 13. 



5. Complete 

6. Complete 

7. Complete 



Exercise 14. 
Exercise 15. 
Exercise 16. 



8. 



Complete Exercise 17. 



STUDENT'S LABORATORY GUIDE 
UNIT II: ELECTRONIC SPREADSHEETS 
Lesson 4: Entering Formulas, order of Precedence 

^2" ^^''^ learned the basic functions needed to create 
worksheets. However, additional functions will be p?elen?ed 
using the QUICK REFERENCE GUIDE and assignments f^oSvou? 
textbook, SPREADSHEETS SKILL BUILDING EXERCISES aSd 
APPLICATIONS, tAbKOISES AND 

OBJECTIVES 

The student will be able to: 

1. Enter formulas. 

2. Identify cell addresses necessary to develop a formula. 

3. Enter formulas using arithmetic symbols- ^o^n^uia. 

+ (addition) 
- (subtraction) 
* (multiplication) 
/ (division) 

4. Define order of calculation. 

5. Use parentheses to indicate order of calculation. 
LEARNING ACTIVITIES 

Date Activity Grade 
1. Complete Laboratory Guide Exercise 1. 



Complete the following textbook exercises from Lesson 4. 



2. 


Complete 


Exercise 


18. 


3. 


Complete 


Exercise 


19. 


4. 


Complete 


Exercise 


20. 


5. 


Complete 


Exercise 


21. 


6. 


Complete 


Exercise 


22. 


7. 


Complete 


Exercise 


23. 


8. 


Complete 


Exercise 


24. 


9. 


Complete 


Exercise 


25. 
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LABORATORY GUIDE EXERCISE 1 
Order of Calculation 
What are Arithmetic Operators? 

The arithmetic operators are: 

exponentiation 
* multiplication 
/ division 
+ addition 

subtraction 

Order of Calculation 

1^*^- ii! **/wf""^h ffi^^e^ic operations are performed from 
ivnonon^-fi??^* . ^^V^ "° parentheses in the formula, 
exponentiation is performed first. Next multiplication and 
oiZifi?" performed. Finally, addition and.%ub?rac?ion 
operations are completed. 

4.K^ Operations enclosed in parentheses are evaluated before 
the other computations are performed. Within parentheses, 
the above order of calculation is used, if a formula 
contains more than one set (nested) of parentheses, the 
eSalSated'^JaSt*''^ evaluated first. The outermost pair is 

Example i. +Cl/6+E2*G3 

ORDER OF CALCULATION IS: 

1. CI WILL BE DIVIDED BY 6. 

2. E2 AND G3 WILL BE MULTIPLIED 

3. The results of the above operations will be added. 
Example 2. +Cl/r <+(E2*G3) ) 

NOTICE THE DIFFERENCE IN THE ORDER OF CALCULATION DUE TO 
THE PARENTHESES. 

1. E2 AND G3 will be multiplied. 

2. The result of the above operation will be added to 
0 . 

3. CI will be divided by the sum in step 2. 

Calculate the following formulas and enter your answer in 
the space provided. 

1. 8/2 + 20*2 = 2. 40/(6+2) = 

3. 2*(3+6)/3 « 4. 2*3+6/3= 

5. 2^ * 3 - 6. (2 * 3)^ = 

Check your answers: 1 = 44; 2 = 5; 3 = 6; 4 = 8; 5 = 12; 6 = 
36 • 
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Using Operators In Formulas 

1. Be sure that all of the cells used in the calculation 
are properly formatted. ^uxdiion 

2. Enter the operator followed by the number or address 
controlled by the operator. 
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LESSON 5: Erasing Cell Entries and Entering Formulas 

OBJECTIVES 

The student wil"" be able to: 

1. Correct errors after entry using the erase command. 

2. Enter formulas using ranges. 

^' "^^"9 the functions SUM, MAX, COUNT. 

AVERAGE, AND MIN. v-^uin*, 

LEARNING ACTIVITIES 

Date Activity grade 

. 1. Read Erasing a Range of Cells, p. 5 

in QUICK REFERENCE GUIDE 

2. Read and study the LOTUS FUNCTIONS 
handout . 

3. Read Using Built-in Functions, page 10 

of QUICK REFERENCE GUIDE. 

Complete the following textbook exercises in Lesson 5. 

4. Complete exercise 26. 

. 5. Complete exercise 27. 

6« Complete exercise 28. 

7. Complete exercise 29. 

8. Comple-ce exercise 30. 

9. Complete exercise 31. 

10. Complete exercise 32. 
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LOTUS FUNCTIONS 



SUM 



SUM totals the values of the named cells it le 
commonly used to add a series of values. 

Totaling a Range of Values: 

(asUM( begin-range . end-range ) 
Totaling Values: 

@SUM( first-value, next-valu last value ) 

t^^SulS ^^^^^ 
MAX 

ppp largest value in the named cells The 
Tgnorld/' " -P^V "iank cens 

Finding the Greatest Value in a Range 

"^^^ function is 

eMAX( begin-range . end-range ) 

For example @MAX(A1.A10) locates the biggest value in 
the list Al through AIQ. " 

Finding the Biggest Value in a List 

'^^^ °2Sw?x/°f"** function is: 

@MAX( first-value, next-value, . . .last-value) 

For example @MAX(B2.B5,12,D4-D6) will determine which 
of the values listed is greatest. 
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COUNT 

COUNT counts the number of non-blank cells in a list. Count 
is used when you need to know how many items you have. The 
ERR message is returned if the list is empty. Labels are 
included in the count <jre 

Counting a Range of Values 

The range being counted may consist of numbers, cell 
addresses, or arithmetic expressions. 

The correct format for this function is: 
(aC0UNT( begin-range . end-range ) 

For example (acoUNT(Bl.BlO) returns the count of the list Bl 
through BIG. The result is 10. 

Coxmtlng Values 

Another format is to enter the list to be counted directly 
into the function: ^ov^ux^f 

(aCOUNT(first-valuel, next-value, ...last-value) 

For example: (aCOUNT( a2, 12,c4.c6 ) will count the values in 
tne list. 

Counting Columns 

The OCOL function is used when measuring the size of a 
range. For example, you went to know if a range will print 
on one page, it is also useful for verifying that you 

columns of data on your list. Columns 
containing labels and spaces are counted. 

The correct format for this function is: 
(aC0LS( range) 

Example: (aC0LS(Dl.D4) 
Counting Rows 

The OROW function is used when measuring the length of a 
range. For example, you want to be sure "bu have included 
all of the rows of data on your list. Cells containing 
spaces and labels are counted. 

The correct format for this function is: 
OROWC range) 

Example: (aR0W(Dl.D4) 
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AVERAGE 

°fi°"l^J^®s the average value of the named values by 
S ?ie ?e^?%oui?!^ ^"'^ dividing the total 

^ ^^^^ included in the cell 

2 :i *his is not desirable, define the range so that 
it excludes cells containing labels. 

^iWl blanks are ignored, so be sure chat empty 

cells contain zeros rather than blanks, if every cell in a 
range is blank, the result of the calculation is ERR. 

Averaging a Range of Values 

The range being averaged may contain numbers, cell 
addresses, or arithmetic expressions. 

The correct format for this function is: 
@AVG( begin-range . end-range ) 

ch?Sugh*Alo'^^°^^^*'^^°^ averages the contents of cells Al 

<,i-«r.^-^n« «!^n?^°^:^i2 Contents of the column D 

starting at D2 and the contents of column El through E4. 

Averaging Values 

TO enter any number of values directly in to the OAVG 
function use the format: 

@AVG( first-valuel, next- value, . . .last-value) 

Example: 

4.K @AVG(A2,12,C4.C6) will total the values specified and 
then divide th« result by the number of values counted. 



MXN 



MIN finds the smallest value in the named cells. The ERR 
Tr.mil I if *he list is empty. Blank cells are 

ignored, but labels are assigned a value of 0. As a result 
you will usually want to exclude labels from the value 
range . 

Finding the Lowest Value In a Range 

The correct format for this function is: 

(aMIN( begin-range . end-range ) 

Example: (aMIN( Al.AlO) locates the lowest value in the list 
Al through AlO. 
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Finding the Lowest Value in a List 

use^Sjf fo^^ai:^* *° examined directly into the function 

(aMiN(first-valuel, next-value, .last-value) 
Example: 

ii«,-HJ"Jo^?K'"'°f;°^2s''^^^ determine which of the values 
listed is the smallest) 
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UNIT II: ELECTRONIC SPREADSHEETS 
LESSON 6: Copying Formulas 

OBJECTIVES 

The student will be able to: 

1. Copy a cell 

2. Copy formulas that are "relative" or "absolute" 

3. Copy a range of cells-. aw-oj.uce 

4. Print using options. 

5. Scroll Horizontally and vertically. 

LEARNING ACTIVITIES 

Date Activity 
Complete the following textbook exercises from Lesson 

1. Complete Exercise 33. 

2. Complete Exercise 34. 

3. Complete Exercise 35. 

4. Complete Exercise 36. 

5. Read and study page 9-10, Entering 

formulas For Absolute Conditions in 
the QUICK REFERENCE GUIDE. 

7. Complate Exercise 37. Refer to pages 

9 & 10 of the QUICK REFERENCE GUIDE 
if needed to complete Step 3 of this 
exercise. 

8. Read page 12 of the QUICK REFERENCE 

GUIDE to review printing. You will 
use the print function of Lotus in- 
stead of print screen for the remain- 
ing axarcises in this class. 

9. Complete Exercise 38. 

10. Complete Exercise 39. You will print 

only a portion of the worksheet this 
time. 

. 11. Complete Exercise 40. 

. 12. Complete Exercise 41. 
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STUDENT'S LABORATORY GUIDE 
UNIT II: ELECTRONIC SPREADSHEETS 
LESSON 7: Modifying the Worksheet 

OBJECTIVES 

The student will be able to: 

1. Insert and delete columns and rows. 

2. Fix horizontal and vertical titles. 

3. Move cells, columns and rows. 

4. Draw horizontal lines. 

5. Edit labels, values and formulas. 
LEARNING ACTIVITIES 

Date Activity grade 
Complete the following textbook exercises. 

_ 1. Read page 15 of the QUICK REFERENCE 

GUIDE. 

2. Complete Exercise 42. 

(Do not print this exercise) 

. 3. Read page 19 of the QUICK REFERENCE 

GUIDE. 

4. Complete Exercise 43. 

(Print this worksheet in two sections 
or use the compressed print option) 

. 5. Read page 16 of the QUICK REFERENCE 

GUIDE. 

^« Complete Exercise 44. 

. 7. Complete Exercise 45. 

8. Read page 17 of the QUICK REFERENCE 

GUIDE. 

9« Complete Exercise 46. 
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10- Read page 18 of the QUICK REFERENCE 

GUIDE. 

11. Complete Exercise 47. 

. 12. Complete Exercise 48. 

. 13. Complete Exercise 49. 
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UNIT II: ELECTRONIC SPREADSHEETS 

LESSON 8: Setting Column Width, Drawing Vertical Lines 
and Formatting Labels, Values, and Numeric Data 



OBJECTIVES 

The student will be able to: 

1. Set column width. 

2. Draw vertical lines. 

3. Format values and labels. 

4. Format numeric data. 

5. use global and local commands in formatting. 



LEARNING ACTIVITIES 

Date Activity grade 

NOTE: Ycu may refer to the worksheet completed in 

Study Guide Exercises 1-4 of Lesson 2 to review 

S?,?^^'^^^ "^^'^ lesson as well as use the 

QUICK REFERENCE GUIDE when needed. 

1. Read pages 20 & 21 of the QUICK 

REFERENCE GUIDE. 



2. Complete Exercise 50. 

3. Read pages 18 & 22 of the QUICK 
REFERENCE GUIDE. 

4. Complete Exercise 51. 

5. Complete Exercise 52. 

6. Complete Exercise 53. 

7. Complete Exercise 54. 

8. Complete Exercise 55. 

9. Complete Exercise 56. 

10. Complete Exercise 57. 

11. Complete Exercise 58. 
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12. 


Complete 


Exercise 


59. 


13. 


ComDlefce 






14. 


Complete 


Exercise 


61. 


15. 


Complete 


Exercise 


62. 


16. 


Complete 


Exerclsj 


63. 
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STUDENT'S LABORATORY GUIDE 
UNIT II: ELECTRONIC SPREADSHEETS 
LESSON 9: CREATING WINDOWS 

OBJECTIVES 

The student will be able to: 

1. Create windows. 

2. Search the worksheet for data using the looku 
function. 

LEARNING ACTIVITIES 
Date Activity 

1. Read page 23 of the QUICK REFERENCE 

GUIDE . 

2. Complete Exercise 64. 

3. Complete Exercise 65. 

4. Complete Exercise 66. 

5. Complete Exercise 67. 
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STUDENT'S LABORATORY GUIDE 
UNIT II: ELECTRONIC SPREADSHEETS 
LESSON 10: Creating, Saving and Printing Graphs 

OBJECTIVES 

The student will be able to: 

^* Lotus^l-2-3^°''^*'® ^^""^ °^ ^^^P^^ available on 

2. Name and describe the graph conunands used in the 
exercises for this unit. 

3. Name and describe the PrintGraph commands. 

4. Create a bar graph, stacked-bar graph, line qraph oie 
^ XaISde^ ''^'"^ ^""^ folloSiAg graph coSi^ands: 

TYPE 

GRAPH NAME CRLATE 
VIEW 

GRAPH SAVE 
GRAPH OPTIONS B&W 
GRAPH OPTIONS DATA LABEL 
GRAPH OPTIONS COLOR 
GRAPH OPTIONS GHID 
GRAPH OPTIONS LEGEND 
GRAPH OPTIONS TITLF 
GRAPH OPTIONS FORMAi 
SCALE FORMAT 

5. Use the following PrintGraph commands: 

SELECT 
GO 

ALIGN 

PAGE 

QUIT 



LEARNING ACTIVITIES 

Date Activity grade 

1. Read and study the handout Introduction 

to Graphs for Lotus 1-2-3. 
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2. Read and study the handout The Graph 

Commands . 

3. Complete Laboratory Guide Exercise 1. 

4. Read and study the handout Printing 

a Graph. 

— 5. Complete Laboratory Guide Exercise 2. 

6. Complete Laboratory Guide Exercise 3. 

7. Complete Laboratory Guide Exercise 4. 

. 8. Complete Laboratory Guide Exercise 5. 

9. Complete Laboratory Guide Exercise 6. 

10. Complete Laboratory Guide Exercise 7. 

11. Complete Progress Test 1, Lesson 2, 

Unit II, Graph Commands and PrintGraph 
Commands . 

Complete the following textbook exercises. 

12. Complete exercise 71. 

13. Complete exercise 72. 

14. Complete exercise 73. 

15. Complete exercise 74. 

16. Complete exercise 75. 

17. Complete exercise 76. 

18. Complete exercise 77. 
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INTRODUCTION TO GRAPHS FOR LOTUS 1-2-3 

Lotus 1-2-3 has Graph commands to create graphs from 
the data in a worksheet. Once the graph is constructed, you 
may either display it on the monitor or print it. Lotus can 
create five types of graphs: bar graphs, stacked-bar 
graphs, line graphs, XY graphs, and pie charts. 

Bar graphs, stacked-bar graphs, and line graphs can 
show as many as six data sets. XY graphs plot two sets of 
data— one set on the X-axis, the other on the Y-axis. Pie 
charts show a breakdown by percentage on one set of data. 

A bar graph shows the change in a variable (a data set) 
or variables with a change in some other variable (such as 
time) . 

A pie chart shows the contribution of the various 
components to the whole. 

A stacked-bar graph is a combination of a bar graph and 
a pie chart. It shows the contribution of the components of 
some variable as another variable changes. 

An XY graph shows the relationship between two 
variables. 

To complete the exercises in this unit, you must have a 
graphics monitor to display the graph. A monochrome monitor 
can be used to create graphs but it cannot display them. 
However, you can save a graph as a special type of file and 
print .It later using the Printer aph program that comes with 
Lotus. 
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THE GRAPH COMMANDS 
(A Summary) 

tomj;:nds"'' descriptions'f Jhe'gr^ph'"'^ 

s^ack;rbarp?s? °' ^"^p" -y- 

°^ on® to six sets of data 
that can be represented by a graph 

The A command specifies the first set of data for bar 
stacked-bar and line graphs; the only set of data for p?e' 
graSs! °^ °" y-ax?s of ^y"^ 

fourth°'^??2h ^In/f? !° specify the second, third, 

J ^1 5^^*^' si^th sets of data respectively for bar 
stacked-bar and line graphs. v,tivej.y, ror oar, 

4-h« ^'^ST*"*^*^ ^® *o specify the set of data plotted on 

the X-axis of an xy graph end is used to specify labels fo? 
the segments in a pie chart. «p«ciiy laoeis for 

RESET— erases all graph settings 

wJ?r;Ln?i^t'S?a?^^^^^^ ^^^^ -'^ ^« P-^nted 

TZlZ^^'l^ ®®* °^ commands which select the options for 
constructing a particular graph: vy->-^*s ror 

LEGEND— adds legends that identify the patterns 
colors, or symbols used for the various sets of' 
data v/i 

gSs""^"^**""^®^ ^® °^ display for line and xy 

g^aph^itseif^^ ^""^^ 
graph"^*^*^^ horizontal and/or vertical grid lines to the 

automatic or manual setting of the scales 
tor tha axes of the graph and various formats for the 
|. display of the scale numbers 
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GRAPH COMMANDS, CONT. 

COLOR— displays the graph in several colors rather than 
patterns of a single color t«»tner -cnan 

B&W--(Black and White) displays the graph in 
contrasting cross-hatch patterns in a single color 

^ ^^"5® °^ for the first 

data points of the sets of data 

QUIT— takes you out of the options menu 

NAME--a set of commands which give a name to a 
particular graph so that you can recall the 
specifications to display the graph again 

?hfrH?o«?*® a named set of graph specifications and 
then displays the graph 

CREATE— gives a name to the current graph 
specifications aiof" 

DELETE— deletes a named graph 
RESET— erases all named graphs 
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LABORATORY GUIDE EXERCISE 1 
Creating, Viewing and Saving a Bar Graph 

aoH®jK*°o*^®w^^'''^°"*^ Introduction to Graphs for Lotus 1-2-3 
and The Graph Commands handouts as needed. 

You will construct, view and save a bargraph. 

?S«^ior.^oH «;«Jfise disk from your instructor and copy 
^5?ksSeef "graphws" to your data disk. Thil"" 

worksheet will be used for several graph exercises. 

Boot lotus and retrieve the worksheet named graphws. 

3. Type /G to access the Graph commands. 

4. Type A to select the A command. 

\%^r% P''2"'P*« *o enter the first data range. Tvoe 

B3.G3 and press enter. -^""aw. iype 

6. Type B to select the B command. 

8. Type C to select the C command. 

Bl!Si;''p«S%S?^,?° ^""'^^ ^^^^ 

10. Type D to select the D command. 

B?!gI;'p?:s':%J[?^,!° ''^'^^ ^^^^ "-^e. Type 

12. Type T to select the Type of graph. 

13. Type B to select a bar graph. 

14. Type N to access the graph Name menu. 

Type C to Create a graph name. Lotus prompts you as 
follows: Enter graph name: 
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15 
16 
17 



Type bar aa the name of the graph and press 

enter. (The name can contain 14 characters or less) 

Typ to view the graph you have created. 
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18. Press any key to return to the graph menu. 

19. Type S to access the Graph Save conunand. This stores 
the file as a .Pic file to be printed later using the 
PrintGraph program. 

20. Type BARGRAPH as the file name and press enter to save 
the graph. 
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PRINTING A GRAPH 

JD® PrintCraph program to print the graphs 
completed in the following exercises. 

Accessing the PrintGraph Program 

If you are still in the Lotus program: 

1) end the session and exit to the Lotus Access system. 

2) Type P to select the PrintGraph program. 

3) Insert the Lotus PrintGraph disk in drive A and press 
enter. 

If you are starting the PrintGraph Program from DOS: 

1) Insert the PrintGraph program disk in drive A. 

2) Type Printgraph; press enter. 

PrintGraph program in one of the two ways 
r^t^^^^Z"'^' PrintGraph menu appears on the screen. ^ 
e^h item^^ ""^^^ following descriptions of 

SELECT— selects the graph or graphs to be printed 

OPTlONS--changes the print settings: the colors, the 
fonts, the graph size and the modes 

^IZ^li^^^ ^ °^ graphs after they are selected 

with the Select command 

CONFIGURE— changes the configuration settings: the 
directories, the printer type, the printer connection, 
and the page size 

ALIGN— indicates to Lotus that the printer paper has 
been adjusted and that the present position is at the 
top. of a page 

PAGE— advances the printer to the top of the next page 

QUIT— ends the print session and returns to the Access 
menu 
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Procedure for Printing a Graph 

^* SJk'' *° printer is turned on and loaded 

With paper. Use the Page and Align commands if 
necessary, to adjust the printer to the top of the 

^' "rp^Jnted^^'''^ command to select the graph or graphs to 
^* options command to select any desired printing 

4. yse the Configure command to make any necessary chanoes 
in the settings for the hardwai-e to be used for 
printing. 

5. Select the Go command to print the selected graphs. 

NOTE: YOU WILL NOT NEED TO SET THE OPTIONS AND THE rnMPTrimi? 
COMMANDS FOR EXERCISES COMPLETED FOR THIS CLASS- THESE SJwF 
BEEN SET UP FOR YOU UNLESS OTHERWISE INSTrScJId! "''''^ 
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LABORATORY GUIDE EXERCISE 2 
Printing a Graph 

To print the graph created in Laboratory Guide Exercise 1: 
1. Load the Printer aph program. 

access the select command. The list of all 

?fS ^^i?^ ^f^^®^ ^^^^ PIC extension) in the 
Picture directory is displayed. 

3. Highlight the bargraph file; press enter. 



2. 



4. 



Type G to select the Go command. The graph will orint 
If you selected more than one graph to print the? 
would be printed in the order selected. ^ 
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LABORATORY GUIDE EXERCISE 3 
Creating a Stacked-Bar Graph 

^* g?!phws!"^ ^"^"^ retrieve the worksheet named 

2. Type /G to access the Graph command menu. 

3. Type A to select the A command. 

5. Type B to select the B command. 

Lotus prompts you to enter the second data range. Type 
B4.G4; press enter. a"ye. lype 

7. Type C to select the C command. 

Bf!Si;"p?:K%i;?er!° ''"^ ""Se. Type 

9- Type D to select the D command. 

Type T to select the Type of graph. 

12. Type S to select a stacked-bar graph. 

13. Type.N to access the graph Name menu. 

l^fr.^ *° ^ ^^^P^ prompts you as 

follows: Enter graph name: fc' you as 

15. Type stack as the name of the graph specifications 
I? lesir "^""^ contain 14 characters 

16. Type V to view the graph you have created. 
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17. Press any key to return to the graph menu. 

?hrfiie°arr'ii^^iiir?!; h^^^ rr^^^- "^^^^ -^-^s 

PrintG^aph program. *° ^"'"^^'^ '^^^^ "^^-9 the 

tTs%?:%^'^^^\!^^ °^ ^^^^ ^^^^^^ -ter 

20. Print the graph. 
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LABORATORY GUIDE EXERCISE 4 

Using Graph Options— B&W or Color and Data-labals 

Create the bargraph from Laboratory Guide Exercise 1 
using steps 1 through 13. Do not Lme the graph yet! 

Type V to view the graph and check it; it should look 
like the graph created in exercise 1. 

3. Press any key to return to the Graph menu. 
Graph Option Black & White 

4. Type OB to access the Graph Options B&W command. (See 
menu map, page i of the QUICK REFERENCE GUIDE.) 

5. Type Q to return to the graph menu. 
Graph Option Data-label 

6. Type OD to access the Graph Options Data Label command. 

7. Type A to select the first data range. 

®* "SJo^fo?"'^ E""®^® '^^^^ centers the label 

material" above tho first bar. 

9. Type B to select the second data range. 

tSS'seconS^'bS!"" '° ^^^^^ for 

11. Repeat these steps to label the other bars: 
Data Range Label 
C A5 
D A6 

n^L"^ *° ^''^P^' ^^^^^ labels. Return to the 

graph menu. 

13. Type NC to access the Graph Name Create command. 

14. Type optionbd and press enter. 

16. Print the graph. 
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Optional Exercise for Color Monitors: 

1. Create the bar graph described above; omit steps 4 & 5. 

^' S^rSLJ^n^Jf®"" ^''^P^ Options Color command. 

The Graph Options Color command to display the bars of 
each bar and stacked-bar graph and the liAes of each 
line graph in a different color. The data sets a?e 
displayed in the following colors: 

A White 

B Red 

C Blue 

D White 

E Red 

F Blue 

The axes, grid lines, scale numbers and titles are shown in 
Y^ uke ""^""^^ *° ^« used Shen 
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LABORATORY GUIDE EXERCISE 5 
Using Graph Options— Grid, Legend, and Title 



Job 1 



2 
3 



Graph Options Grid 

Type OB to call the Graph Options Grid command. 
IdSIs^ *° select both horizontal and vertical grid 
4. Type Q to return to the Graph menu. 

Type V to display the graph. Observe the grid lines. 
Type any key to return to the Graph menu. 

SS« """fJ*® * *^®se specifications; 

type optiongrid; press enter. 

8. Save this graph under the name graph2. 

9. Print the graph. 



5 
6 

7 



Job 2 



Graph Options Legend 

Options Legends command can be used to 
ihan oS '^^^^ Of graphs containing more 

^* steoa^i*?? bar graph from Laboratory Guide Lesson 1, 
steps 1-13. Stay on the Graph menu. 

2. Type OL to access the Graph Options Legend conunand. 

3. Type A to select the A data range. 

4. Type Mtl and press enter to create the A range legend. 



.S I. 
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5. 



Repeat steps 3 (with a different range) and 4 to enter 
the following legends: enter 



B Lab 
C Sup 
O G&A 



^H^iSS legends do not have much display space- 

c£lra1?^?s'^ri;^r ThVmarSJ; 19 



6. 


Type Q to return to the Graph 


menu. 


7. 


Type V to display the graph, 
bottom line of the graph. 


The legends appear on 


8. 


Type any key to return to the 


graph menu. 


9. 


s?foi«iaSI„s^" *° the 


10. 


Type S to save the file; name 


it graphs. 


11. 


Print the graph. 





Job 3 



Graph Options Title 

l^oil ^?a?iit^S -S,- r long, xt is ^i&d 

labels':nd':i:ve°?he''?eg;nSs' 

the a^is.*^*^® ^® displayed vertically beside 

^' Steofi*?? bar graph from Laboratory Guide Lesson 1, 
Steps 1-13. Stay on the Graph menu. 

2. Type OT to call the Graph Options Titles command. 

3. Type F to create the first line of the graph title. 

4. Type Operating Expenses and press enter. 

5. Type T and then S to create the second line. 

6. Type 1st and 2nd Quarters and press Enter. 

7. Type T and then X to create the X-axis. 
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8. Type Monthly Expenses and press Enter. 

9. Type T and then Y to create the Y-axis title. 

10. Type Dollars and press Enter. 

11. Type Q to return to the Graph menu. 

12. Type V to display the graph. Observe the three titles. 

13. Return to the Graph menu; save this file as graph4. 

14. Print the graph. 
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LABORATORY GUIDE EXERCISE 6 

Using Graph Options — Format 
Creating a Pie Chart 



Graph Options Format 

Use the Graph Options Format command to select the 
format for the display of line and xy graphs. The data 
points are shown with the symbols A, B, c, D, E and F- 
these symbols are connected with lines. 

When you type the F command, you have the choice of 
setting the display of all data ranges or selecting a single 
range to change the format. The Format Range menu includes: 



Graph a B 



Quit 



Once this selection is made, you select Lines, Symbols, 

Wh®" all data ranges have been formatted, 
select Q to return to the Options menu. 

Job 1 

1. Create the bar graph from Laboratory Guide Exercise 1 
steps 1-12. ' 

2. Type L to select a line graph, stay on the graph menu. 

3. Type OF to call the Graph Option Format command. 

4. Type G to select all data ranges. 

5. Type S to select a format of Symbols. 

6. Type V to display the graph. Observe that the sets of 
data are shown with symbols only. 

Type any key to redisplay the Graph menu. Repeat steps 
3-5, but set the format to Lines. 



7. 



8. Return the format to display both Lines and Symbols. 

Job 2; Creating a Pie Chart 

1. Load the graphws file. 

2. Type /G 

3. Type A to select the A command. 

4. Type B3.B6 and press enter to specify the data range. 
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5. Type P to select a pie chart. 

6. Type X to access the Graph X command. The Graph X 
command contains the labels for the segments of a pie 

^* J'^f/^*'^^ ^""^ P""®®® *° specify the X range (the 

Label range; see worksheet). ^ 

8. Type OT to select the Graph Options Titles command. 

9. Type F to create the first line of the graph title; 
type Operating Expenses; press enter. 

10. Type S to create the second line of the graph title- 
type 1st and 2nd Quarters; press enter. 

11. Type S and store the file as graphs. 

12. Print the graph. 
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UNIT II 

LESSON 10 

LABORATORY GUIDE EXERCISE 7 

Creating An XY Graph 

An XY graph is a two-dimensional graph that r6nr6e!p.n-»-e 
X l^ll ^-^^i^' *^e other on ?ge ^ 

Ihtt l^ ^-ia ^^^^^^''^^^L ^-^^^^ ^ """neric scaL like 
So'va^i^SLs:'"''- ^"^^ ^ relationship between 

^' Sorkshaa!?®^?^®"'^^® ^J^'' ^^"^ instructor and copy 

worksheet file xygraph to your data disk. 

2. Boot Lotus 1-2-3 and r::trieve the worksheet "xygraph" 
This worksheet is sorted so that Cost of Labor * 
increases at each interval. 

3. Type /G to display the Graph menu. 

4. Type TX to select the XY graph type. 

5. Type X to select the X range. 

IPJk!^*®^? ^? ^""^ P""®^^ *o specify cost of Labor 

as the variable plotted on the X-axis. 

7. Type A to select the A range. 

plS? on'Se ^-axil?'^'' Shipments as the variable to 

Type OTP to create the first line of the graph title 
(Options Title First) gi^apn ririe 

10. Type Shipments vs Labor Coot and press enter. 

11. Type TY to create the Y-axis title. 

12. Type Shipments and press Enter. 

13. Type TX to create the X-axis title. 

14. Type Cost of Labor and press enter. 

n^SLf^ ^"^^^^ ^°"'^*> *° select the scale 

number format for the Y-axis. 

l^^Ll ^?2k° ^"3 P"^^ *° specify the Currency 

format with no decimal places. i-«"cy 

17. Type Q twice to return to the Graph Options menu. 
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8. 
9. 



16. 
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18. 
19. 



fSSaf *° ^P««V -a:e number 

no'SLLMlII.*"*" *° =-"-V format 



20. Type Q twice. 

liSIs?^ *° specify both horizontal and vertical grid 

22. Type Q to return to the Graph menu. 

23. Type view to display the graph. 

24. Save the graph as Graph6. 

25. Print the Graph. 
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UNIT II: ELECTRONIC SPREADSHEETS 






LESSON 11: Logical Operators 






OBJECTIVES 

The student will be able to: 

1. Define and use the logical operators: 

< 
> 

< = 
>= 
0 

2. Use the logical operators with if statements. 




I- 


LEARNING ACTIVITIES 






Date Activity ^^^^^ 


K 


r 


1. Read and study the handout Logical 

Operators* 


) 


/' 


Complete the following textbook exercises from Lesson 11 




> 


2. Complete exercise 84. 




1 


3* Complete exercise 87. 




4. Complete exercise 88. 




a. 
















A 



INTERMEDIATE INFORMATION PROCESSING 
Student's Laboratory Guide 
Unit II, Lesson 11 

LOGICAL OPERATORS 



Logical operators are used to describe the condition 
for which you are testing. When you test for a condition 
you must furnish 

1. the condition or conditions to test, 

2. the instruction to perform if the value is true, and 

3. the instruction to perform if the value is false. 

What IF: Setting a Value Based on a Condition 

Example l: 

@IF(A1=:B2,20,10) 

iaiF(Al=B2) defines the condition: If the value in cell Al 
is equal to the value in cell B2 

,20 defines what value to insert if the condition is true. 
,10 defines what value to insert if the condition is false. 



Example 2: 

We are testing for the condition "If gross is less than 40". 
Assume that gross is stored m cell B3. 

(aiF(B3<40,lO,D20) 

In this example, if B3 is less than 40, 10 is stored in the 
cell. If B3 is greater than or equal to 40, the contents of 
D20 are copied into the cell. 

What IF: Executing, a Formula Based on a Condition 

A formula can also be inserted as a result of either a true 
or false condition. 

Examp7.e: 

(aiF(B3<40,Al*B2,C4+lO) 

If Be. (gross) is less than forty, Al will be multiplied by 
B2 and the resulting value placed in the cell; if B3 (gross) 
is greater than or equal to 40, 10 will be added to the 
value in cell C4 and the result entered. 
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STUDENT'S LABORATORY GUIDE 
UNIT III: DESKTOP MANAGEMENT SOFTWARE 

OBJECTIVES 

1. Define desktop management software. 

2. Create n note using Sidekick's notepad. 

3. Complete calculations using Sidekick's calculator. 

4. Complete a schedule using Sidekick's calendar. 

5. Create a phone directory for Sidekick's dialer. 

LEARNING ACTIVITIES 
Date Activity 

— ^- Read the handout Introduction to 

Desktop Management. 

2. Complete Exercise 1. 

3. Complete Exercise 2. 

4. Complete Exercise 3. 

. 5. Complete Exercise 4. 

6. Complete Exercise 5. 
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INTRODUCTION TO DESKTOP MANAGEMENT 

"Desktop Management" software usually includes an 
electronic notepad, a calculator, an electronic calendar, 
and an electronic dialer. It may also include an ASCIE 
table and an electronic mail system. 

This software is loaded each day when you boot your 
computer. It is there all day as you run other programs 
such as word processing, database management, electronic 
spreadsheets, graphics, etc. The desktop manager can be 
activated immediately while you are running other programs. 
YOU do not have to exit the job you are doing to access the 
desktop manager. 

The desktop manager reduces the need for paper notes, 
calendars, a calculator, or a phone directory because all of 
these are available on the computer, a printout can be done 
if needed. Or a note or schedule may be sent using 
electronic mail if it is available. 

The package you will learn to use in this unit is 
Sidekick. It contains a notepad, a calculator, a calendar, 
a dialer, and an ASCIE table. 



« 
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EXERCISE 1 
THE NOTEPAD 



We will use the following features of sidekick: notepad, 
calculator, calendar, and dialer. To boot sidekick, boot 
with DOS. At the A>, type sk and press enter. Sidekick 
CTRL ^^^^ *° Sidekick, press 



Notepad— Sidekick's notepad is a full-screen text 
editor with special notepad features such as easy data 
transfer from any other program and automatic date/time 
stamping. 

Complete the following steps to ur.e the notepad: 

1. Boot Sidekick. 

2. Press CTRL + ALT 

3. Cursor to Notepad and press enter or type N. 

4. The notepad appears on the screen. Notice the command 
keys that are available when using notepad. Press F3 

create a new file. Press F2 and name the note tryit. 

5. Type the following: 

I am using the notepad feature of Sidekick, it is much 
like a word processor. Print screen. 

6. Press F2 to save the note. 

7. Press Esc. to go back to the main menu. 



NOW that you have used the notepad feature, try accessing 
the other features. You may select the feature you want in 
any of three ways: 

1) Enter the highlighted capital letter in the windcw name: 

N for notepad, C for calculator, L for calendar, d for 
dialer. 

2) Press the functionkey associated with the desired window. 

3) Use the arrows to move the horizontal bar to the name of 
the desired window and press enter. 
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EXERCISE 2 

j=' The Calculator 



Complete the following steps to use the calculator: 

1. Boot Sidekick. 

2. Press CTRL + ALT 

3. Cursor to Calculator or type C, 

4. The calculator appears on tho screen, it is much like 
an electronic calculator. However, some of the keys 
are not on the numeric keypad; they are on the keyboard 
instead. When you activate the Calculator, the Numlock 
status is automatically set, so you may use the numeric 
keypad. If the calculator is covering something on the 
screen that you need tvO see, press scroll lock and move 
the calcultor with the cursor movement keys. 
Sidekick* s calculator is used like any hand held 
electronic calculator: 

The mathematical operator keys are: 

+ Addition 

Subtraction 
* Multiplication 
/ Division 
E Clear entry 

C Clear the entire calculator 

Enter parentheses exactly as they appear in formulas. 

Do the following calculations and write your answers on this 
page. 

12829 48609 250 * 1.29 = 

+36182 -39219 



7.88/4 = 32 + (9 * 116 + 5)/2 

Press Esc tvO return to the main menu. Press Esp again to 
exit Sidekick. 
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EXERCISE 3 

THE CALCULATOR 

Type the following report double spaced with the table 
single spaced using your word processor. Use Sidekick's 
calendar to figure the total dollars spent on advertising. 
Remember that you do no\^ exit the word processing program. 
Just press Alt and C for calculator. » f a 

You will need to move the calculator so that you can see the 
figures on your screen. 

ADVERTISING COSTS 

In the economic battle of product survival, very large 
sums are expended annually to convince American consumers to 
cast their dollar votes for the continuance of certain goods 
or services. 

Companies view effective advertising as an investment 
that engenders many more dollars than those invested. In 
1974, the following five companies spent the most money for 
advertising. 



Proctor and Gamble Co. $245,186,000 

General Foods Corp. 140,930^000 

Bristol-Myers Co. 121,' 618,' 000 

American Home Products Corp. 118,228,000 

General Motors Corp 115, 256,' 000 

The total amount spent on advertising in 1974 was 
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DESKTOP MANAGEMENT 
EXERCISE 4 
THE CALENDAR 

Complete the following steps to use the calendar. 

1. Boot Sidekick. 

2. Press Alt-L. The calendar will appear on the screen. 

3. Press the left and right cursor keys to set the correct 
month; press the up and down cursor keys to set the 
correct year. Set the date to May of the current year. 

4. Type 20 and press enter to set the day. A schedule 
will appear on the screen. 

5. Enter your initials at the top of the schedule. 

6. Enter appointments by cur soring to the time, typing the 
appointment, and pressing enter. Set the followinq 
appointments : 

May 20 

9:30 Budget meeting Conf. rm 

12:00 Business Club Lunch. 

X out 12:30, 1:00, and 1:30 since these times will be 
taken up by the Luncheon. 

May 27 • 

8:30 Jerry Miller, Micro, Inc. 

10:00 Department Meeting 

X out 10:30 and 11:00 since you will be in a meetino 
then ^ 

4:00 Budget meeting 

May 30 

10:00 Work on Budget 
X out through noon 
2:00 Budget due . 
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June 1: 

8:30 Register for class 

9:30 Tom Riggs-- ABC Co. 

Print this schedule 
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EXERCISE 5 
THE DIALER 

The automatic dialer takes numbers from its own phone 
directory or directly from the screen, you may find the 
number with dBase or any other database that you already 
have and Sidekick will make the call. You must have a Lyes 
Smartmodem or a compatible to actually make the call. 

In this exercise, we will create a phone directory that 
could be used by Sidekick if we had a modem. 

Complete the following steps to create the phone directory. 
We will create the phone directory using the notepad. 

1. Access Sidekick. Type N for Notepad. 

2. Press F3 to indicate that this is a new file. 

3. Press F2 and enter the name phone. dir. This is the 
file name that the dialer will search for to look ud 
numbers. u^i 

4. Enter the following names and numbers: 
This file will consist o± 

1) an identifier (a name) that can contain any combination 
of numbers and characters, but must not contain spaces or 
commas 

2) the phone number, which may contain digits, parentheses 
hyphens and spaces 

3) the identifier and the number are separated l either a 
comma or a space 

JamesNelson (888) 622-0007 Micros, Inc. 
JudyLyle (907) 788-2828 
ComputerWorld (907) 788-2838 

4) Print Screen 

5) Press F2 to save the updated file. 
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UNIT IV: LOCAL AREA NETWORKS 

OBJECTIVES 

1. Define local area network. 

2. List the two major advantages of networking 
microcomputers . 

3. Define network architecture (also referred to as 
topology) and list the most common ones. 

4. List the advantages and disadvantages of each tvoe of 
network architecture. 

5. List and describe thr-9 common types of cable used as 
connectors for LANs. 

6. Describe the differences between broadband and baseband 
networks . 

7. Describe two ways networks >.eep signals from 
interfering with each othex when they are being sent 
through a network. 

8. Explain network security. Define each level of 
security including password, file locking, user rights 
or directory rights. 

9. Define each of the following types of network servers: 
print, file, gateway, routing. 

Complete an evaluation of local area networks using a 
database program and a comparison based on cost using a 
spreadsheet program. 



10, 



LEARNING ACTIVITIES 

Date Activity Grade 

1. Using references available in the 

library and in the business depart- 
ment, answer the questions 
presented in objectives 1-9. 

2, Complete Exercise 1. 

3. Complete Exercise 2. 



141 



INTERMEDIATE INFORMATION PROCESSING PAGE 2 

Student's Laboratory Guide 
Unit IV 

EXERCISE 1 
Evaluation of Features 



1. Following is a list of LAN manufacturers/publishers 
including a list of features that each LAN includes. 
Create a database including fields for manufacturer name 
feature so that you can select records that 
will indicate whether or not a certain LAN includes 
certain feature(s). The features and conditions will 
include: topology, cable, local service, supply all 
components, password, directory rights, file locking, 
electronic mail, and gateway to mainframe. 

M/P stands for Manufacturer/Publisher 

Hints: For topology. Let S = Star, R = ring and B = Bus 

For cable type, let f = fiber optic, c =' coax, and t 
= twisted pair. 

M/P # 1: star topology, coax cable, local service, supply 
all components, password. 

M/P- #2: Bus topology, coax cable, local service, supply 
I all components, password, directory rights, file 

locking, electronic mail, and gateway to mainframe. 

M/P # 3: Ring topology, coax cable, password, directory 
rights, file locking, electronic mail. 

M/P # 4: Bus topology, twisted pair, password, local service 

M/P # 5: Bus topology, coax cable, local service, supply 
all components, password, directory rights file 
locking, electronic mail, and gateway to mainframe. 

M/P # 6: Star topology, coax cable, password, gateway to 
mainframe 

M/P # 7: Ring topology, coax cable, password, directory 
rights, file locking, electronic mail, gateway. 

M/P # 8: Bus topology, twisted pair, password, supply all 
components. jf axx 

M/P # 9: Bus topology, coax cable, supply all components, 
password, directory rights, file locking, 
electronic mail, and gateway to mainframe. 
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M/P # 10: Bus topology, coax cable, local service, supply 
all components, password, directory rights file 
locking, electronic mail. 

M/P # 11 Bus topology, coax cable, local service, supply all 
components, password, directory rights, electronic 
mail, and gateway. 

M/P # 12 Bus topology, coax cable, local service, supply all 
components, password, directory rights, file lock- 
ing, electronic mail, gateway to mainframe. 



2. Your department has decided that a network with a bus 
topology will best suit its needs. Print a list of all 
networks with bus topology. Include the M/P, topology 
and cable. Name this file Bus. 

3. Your manager decides that local service is a must to 
reduce down time when repairs are needed. From the 
Bus.dbf print a list of all LANS that have local 
service. Name it locserv. 

4. The other features that will be required are supply all 
components, password, directory rights, file locking 
and electronic mail. From the locserv. dbf, print a list 
of M/P that supply all components, and have password 
directory rights, file locking, and electronic mail. 
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EXERCISE 2 



COMPARISON BASED ON COST 



Create a worksheet listing only the M/Ps that supply all 
the features required (See Step 4, Exercise 1). you 
received bids from all manufacturers listed, but you 
will consider only those that meet all required 
features. The following information has been summarized 
from the bids: 

Design the worksheet so that the total cost of each bid 
is shown for a purchase of a LAN with 20 micros and a 
purchase of a LAN with 30 micros, use appropriate 
formulas and labels. Print a report showing your 
results. 



Write a recommendation based on your findings; attach 
this worksheet and the database report. 

M/P # 2 

Micros = $2,400 
File Servers =$5,500 
Laser Printers = $3,200 
Dot Matrix Printers = $400 

M/P # 5 

Micros = $2,250, if over 20 are purchased, $2,000 
File Servers = $6,000 
Laser Printers >= $4,000 
Dot Matrix Printers = $375 

M/P # 9 

Micros •= $3,000; if over 20 are purchased, $2,250 
File Servers = $4,500 
Laser Printers = $3,100 
Dot Matrix Printers = $350 



M/P # 10 

Micros = 1,995 

File Servers = $5,500 

Laser Printers = $3,000 

Dot Matrix Printers = $425 
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UNIT V: ELECTRONIC MAIL 



OBJECTIVES: 



1. Discuss electronic mail including definitions of terms 
and methods. 

2. Send and receive messages using an E-mail system, if 
available. 

3. If E-mail is not available, complete a tutorial disk on 
E-mail . 



LEARNING ACTIVITIES 
Date Activity 



Grade 



1. Compose a one to two page 
description of electronic mail 
using references available in 
the library or in the business 
department. Include terms, 
concepts, and methods. 

2. Complete the E-mail tutorial 
disk. 
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STUDENT'S LABORATORY GUIDE 

UNIT VI: TECHNICAL REPORT USING DATABASE 

AND 

ELECTRONIC SPREADSHEET SOFTWARE 

OBJECTIVES 

1. Given a case and data, the student will compose a 

technical report including database reports and graphs 
to support the narrative and the conclusions and 
reconunendations . 

LEARNING ACTIVITIES 

Date Activity Grade 

1. Complete the report assigned on 

the next page. You must use data- 
base and electronic spreadsheet 
software to produce reports and 
graphs to support your narrative, 
conclusions, and recommendations. 
Include at least one database 
report and at least three graphs; 
however, you may include more. 
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CASE AND DATA FOR TECHNICAL REPORT 
Your assignment is to report on the status of women in 
ABC Company's sales force. Several years ago the executives 
of ABC Company, a large marketer of industrial goods, 
decided to bring women into its sales force "as quickly and 
expeditiously as possible." Now they want a progress 
report. In general, management wants an overall picture of 
women in the ABC Company sales force. More specifically, 
they want the answers to questions such as how many women 
have been hired, what are their characteristics, and how 
successful they have been. 

As administrative assistant to Jack Miller, Vice 
President of Sales, you have been assigned the report. You 
begin by going through personnel records and sales records 
for each of ABC's sales regions. 

With the following information compiled, you begin to 
compose the report and to produce reports and graphs that 
will enhance youi: presentation of the data to top 
management . 
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Table 38 

""""^^^aLf ^"f employed in sales, by 

region, cu rrent year, and seven years aio 



Sales region 



Current year • 
Men Women 



A 14 

B 19 

C 77 

° 43 

^ 92 

^ 37 



3 
1 

12 
5 
24 
10 



Seven years ago 
Men Women 



11 
16 
70 
39 
87 
33 



0 
0 
2 
2 
1 
2 



Table 39 

Abseniceeism and turnover, by sex 
(preceding year) 



Absenteeism 


(days) : 


Men 


Women 






27% 


14% 
48 
29 
7 


1-5 




62 


6-10 




6 


11-15 




4 


16+ 




1 


2 


Turnover: 
Employees 




100% 
. 11.5% 


100% 
5.4% 
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Table 40 

Years of industrial sales experience* 
(percent of total male and femalp^ 



Years of 
Experience 



Men 



0-5 13 

6-10 26 

11-15 24 

16-20 19 

21-25 11 

Over 25 7 



Women 

37 
26 
17 
19 
1 
0 



Table 41 
Years of Education (percent) 

Education (year completed, 
12=high school: 

12 8 

13 13 

14 19 

15 12 

16 , 48 

Over 16 0 



0 
0 
16 
12 
69 
3 
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Table 42 

Sales performance of men and women meeting 
or exceeding annual quota (percent) 



Percent of 
annual quota met 


Men 


Women 


130 and over 

120-129 




2 


110-119 




9 

23 
51 


100-109 
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INSTRUCTOR'S COURSE SYLLABUS 



Course Title: 



Intermediate Information Processing 



Course Number: 



OFT 
Prefix 



2401 
No. 



Lecture Hrs. Lab Hrs. 



3 2 



4 

Credit Hrs. 



Course Description : 

Information processing applications in a networked 
environment. Students will learn to use advanced word 
processing applications in addition to learning practical 
applications of a spreadsheet, data base, and graphics as 
well as electronic mail and files. Lab fee. 



Prerequisites : 

OFT 1402 - Principles of Information Processing 

This course gives hands-on experience in the basic 
operation of word processing on microcomputers. Course 
also covers theory, concepts, word processing system 
components and business applications necessary to 
develop proficiency- level skills. 

CSC 1402 - Microcomputers and Their Applications 

A study of microcomputer systems and their uses. 
Programming fundamentals of microcomputers, design, 
operation, and applications. 

ACT 1401 - Elementary Accountincf 

An introductory course to provide the clerical, 
management and secretarial student with a knowledge of 
bookkeeping procedures which may be encountered in 
personal service enterprises, merchandise, notes and 
interest, the accrual basis of accounting, periodic 
summaries, and adjusting and closing accounts at the end 
of an accounting period. 
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Teats ?' 

A. Spreadshe:et 



DDC Spreadsheets; Skill Building Exercises and 

Applications , by Iris Blanc and Cathy Vento, 
Dictation Disk Company, 1986. (Also Teacher Manual 
to Accompany) 

Quick Reference Guide for Introductory Lotus 1-2-3 and 
for the IBM PC ; correlated to DDC Spreadsheets: 
Applications and Exercises , by Iris Blanc and 
Elinore J. Hildebrandt, Dictation Disk Company, 
1986. 



B. Database 



Database Applications , by William 0. Drum, South-western 
Publishing Company, 1986. 



References: 



The Illustrated Lotus 1-2-3 Book , by Thomas H. Berlinger 
and David T. Reeves, Wordware Publishing, Inc., 
1985. 

Lotus 1-2-3 A Ready Reference Manual , by Catherine 
Garrison, Mercedes A. McGowen, and Marilyn K. 
Popyk, Addison-Wesley Publishing Company, Inc., 
1987. 

Learning To use Supercalc3, dBase III, and Wordstar 

3.3: an Introduction , by Gary B. Shelly and Thoma s 
J. Cashman, Boyd & Eraser Publishing Company, 1986. 

Microcomputer: Software and Applications, by Dennis P. 
Curtin and Leslie R. Psrter, Prsntics-Hall Publishing 
Company. 
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Equipaent and Materials Required : 

A. Software: 

1. DisplayWrite 4 by IBM 

2. Lotus 1-2-3 by Lotus Development Corp. 

3. dBase III by Ashton Tate 

4. SideKick by Borland International, Inc. 

5. Tutorial on E-mail by Applied Data Research. 

B. Microcomputers with sufficient memory to run software 
the school has available. A ratio of one student to 
each microcomputer is necessary since this course 
requires hands-on exercises to be completed 
independently. 

C. Keys may be provided for students to check their daily 
work; however, some form of feedback from instructors 
should take place routinely. One suggestion is to have 
instructors initial correct papers before the student 
turns them in to be recorded. This procedure gives the 
student immediate feedback and ensures that he will not 
proceed to another topic until he has mastered the 
present one. 

D. Software documentation should be available for student 
use in the lab. 

E. The instructional materials for this course will include 
specific exercises for students to use as well as 
supplemental exercises that instructors can develop as 
needed. 



Instructional Process : 

1. Student's Laboratory Guides provide outlines of 
laboratory assignments and steps to follow to complete 
each lab assignment. Equipment lists and additional 
information needed by instructor are in the Instructor's 
Guides for each unit. 

2. Tests and quizzes will be given periodically. Sample 
tests and keys are attached to this syllabus, 

3. Homework will be assigned as necessary. 



156 



INTERMEDIATE INFORMATION PROCESSING 
Instructor's Course Syllabus 



PAGE 4 



Coapgtency Stateaenfcs ; 

Office Technology Program exit competencies upon which this 
course is based: 

A. Design, create, edit, combine and copy electronic 
spreadsheet files, and produce graphs using electronic 
spreadsheet software. 

B. Design, create, edit, update, combine and copy database 
files, and produce labels and reports using a database 
management system. 

C. Define desktop management system, and use a desktop 
management software package. 

D. Transfer database and electronic spreadsheet files to 
word processing files. 

E. Produce a business or technical report, given a 
collection of data, using word processing, spreadsheet, 
graphics and database management software. 

F. Demonstrate an understanding of decision-support 
functions by creating database and electronic 
spreadsheet files to use as decision-support 
(management) tools. 

G. Use an electronic spreadsheet for basic bookkeepinq 
functions. 

H. Define and explain the functions and advantages of a 
local area network. 

I. Evaluate factors in selecting a local area network. 

J. Define and describe the functions of an electronic mail 
system. 

K. Complete an electronic mail tutorial. 

L. Develop and demonstrate responsible work behavior in an 
automated environment and in a local area network 
environment. 

M. Establish procedures for efficient work flow while 
working in a shared environment (LAN). 
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N. Exhibit a professional attitude in completing assigned 
tasks. 

0. Exhibit independence in comprehending and applying 

written instructions given in software documentation and 
assigned tasks. 



Evaluation of Students ; 
Examinations ; 

There will be two unit tests, one progress test, and one 
final project (Technical Report). No make-up exams will 
be given without prior approval. 

Laboratory/Homework ; 

Assignments will be due according to lesson schedule. 
All assignments must be in mailable form. All exercises 
for one unit will be averaged for one unit grade. Late 
assignments will not be accepted after one week past the 
due date. 

Work Habits ; 

Technique makes up 10% of the final grade. The 
technique grade will evaluate the student's ability to 
work alone asking questions only when necessary, the 
ability to make decisions after reading and comparing 
information, the ability to use the software wich a 
minimum amount of help from the instructor, the ability 
to use time wisely, the ability to bring all necessary 
supplies and books to class, and the ability to maintain 
a positive attitude toward the course and the 
instructor. 
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INTERMEDIATE INFORMATION PROCESSING 
Instructor's Course Syllabus 



PAGE 6 



Grades: 



Final Grade Determination: 
Grading Scale (suggested) 

Unit Exams ; 

unit 1 10% 
unit 2 III 

Lab Exercises: 

Units 1, 2, 3, 4, and 5 40% 

Final Project : 

unit 6 15% 

Homework ; 

(Includes weekly library reports) 15% 

Techniques and Work Habits ; 

(See attached form) 10% 

FINAL SEMESTER GRADE 100% 



Course Outline; 



Introduction; 



The Changing Role of the Secretary 
Professionalism in a Changing Technological 
Environment 



Contents of Unit 1; Database Management 

1. Concepts and Terms 

2. Functions and Commands 

a. designing the database 

b. creating the database 

c. editing the database 

d. updating the database 

e. combining databases 

f. copying databases 

Contents of Unit 2; Electronic Spreadsheets 

1. Concepts and Terms 

2. Functions and Commands 

a. creating the spreadsheet 

b. editing the spreadsheet 

c. combining spreadsheets 

d. copying spreadsheets 

e. producing graphs 
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INTERMEDIATE INFORMATION PROCESSING PAGE 7 

Instructor's Course Syllabus 

Contents of Unit 3: Desktop Management Software 

1. Concepts and Terms 

2. Electronic Notepad 

3. Calculator 

4. Calendar 

5. Dialer 

Contents of Unit 4: Local Area Networks 

!• Concepts and Terms 

2. Evaluating and Choosing LAN's 

Contents of Unit 5: Electronic Mail 

1. Concepts and Terms 

2. Methods 

Contents of Unit 6: 

1. Technical Report Using 
Database and Electronic 
Spreadsheet Software 
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TvchniquM tfio Work Habits 



Name of student cbserved 



Ten percen*- o-f your -final grade is determined by the technique 
you practice throughout the semester. Your instructor has 
observed your display o-f the following behavior that is 
commendable or^hat needs attention. 



Dates 
Observed 



Acceptable 



Needs 
Attention 



Ability to read and 
follow instructions. 



Works quietly without 
wasting time visiting 
with neighbor. 

Does not exhibit 
frustrations by making 
verbal protests or 
complaints. 

Remains calm and 
attentive to work. 

Consults with others 
only when necessary to 
resolve a problem. 

Makes an attempt to 
make work more 
efficient. 

Brings supplies to 
class. 



Accepts responsibility 
of completing work on 
time. 



Exhibits pride in 
documents turned in. 



Attendance and tardies. 



(This evaluation sheet may be used if you wish to make technique 
and work habits a part of the grade.) 
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UNIT I 
DATABASE MANAGEMENT 



OPT 2401: Intermediate Information Processing 



I NSTRU C TOR'S GUIDE 
Unit 1 



Unit Title ; Database Management 



Contents of Unit t 

1. Introduction 

2. Concepts « Definitions 

3. Functions & Commiinds 

a. Designing the Database 

b. Creating the Database 

c. Editing the Database 

d. Updating the Database 

e. Combining Databases 

f . Copying Databases 



Unit Objectives; upon completion of this unit, the student will 

be able to: 

1. Design, create, edit, update, combine, and copy database 
files and produce labels and reports using a database 
management system. 

2. Exhibit a professional attitude in completing assigned 
tasks. 

3. Exhibit independence in comprehending and applying 
written instructions given in software documentaLie«i and 
assigned tasks. 



Equipment and Materials Required ; 

1. dBase III textbook and dBase III software 

2. Lab handouts for each lesson in this unit. 



Procedures : 

1. See the Student's Lab Guides for Unit 1 for instructions 
concerning individual learning activities. 

2. Demonstrations by the instructor when necessary. 



INTERMEDIATE INFORMATION PROCESSING 
Instructor's Guide 
Unit 1 



PAGE 2 



Learning Activities ; 

1. Students are to complete learning activities for Lessons 
1-10. Keys to learning activities 1-6 begin on the next 
page, and keys to learning activitit- 8-10 can be found 
in the Teacher's Manual which accompanies the database 
texts. 



Evaluation; 



Unit 1 Applications Test and key may be found after the 
keys to the learning activities for this unit. 
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UNIT I: DATABASE MANAGEMENT 
KEY 
LESSON 1 



"1 — r 



^0 



r'-r-t- f- 



ri- 



--r-r- A 



a 



-1 — I- 



I ! I I— 







—\— 

1 


- 




j 






Ft 




H 








1 • 












m 


■ 


,H 
































4r 









w 



■sflnf^npSifinn ■■■■ 



<< 






















r 
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UNIT I: DATABASE MANAGEMENT 
KSY 

LESSON 2f EXERCISE 1 



. . ^ li 


r4Ur!cER 


I :AME 


DATE 


:!AJCF 




1 
1 


cVa / 


SnlTH •» Kj^Y 


01/13 ''3.- 


IP 




p 




JUNES i LEA 


06/''»2/S5 


ES 




3 


! 1^ 1 .'i 
1 I *J 


vii 1 CHSLL 1 JIr1 


01/15/8= 


I P 


3 • J".'*"; 


*f 


1 IJH'? 


SIriS.4 JAN 


01/15/S6 


MS 


3. 15 


It 




LmSS : TER ? JAMLT 


V1/15/S5 


ris 


2. In 


^ 




« k 1 T" I "r*-! 


01/ :>3/?6 


IF' 






/ / /3 


L I \lti9 Lj-iRRIE 


01/13/3^ 


ri3 




a 




JOHNSCN5 Mil 11 


06/02/'S5 


ns 


3.60 


o 




LQOFER, JAMES 


08/21/36 


IF 


3 . 3-:) 




ci / / d 


HILL ji ANNi JA 


09/21/36 


IF- 


3 . 50 


1 1 


CO / J 


DERR I CK 9 JAN I CE 


08/21/86 


IP 


2 . °'5 


1 P 


SO / / 


SMITH 5 KAE 


06/02/S5 


E3 


3: 01 


1 3 


1 "^Q*? 

i . O / 


JUr4c5.n UAr!uA 


0S/2i ''35 


L3 




i H 


r-\ o ^ 


NORTH f RENDA 


oi/in/s ■< 






1 5 


'JO 


T* C" r 1 IT t.-" T -4 T". 1 V ' 


''6/•'^•^/E'^ 


L.S 


a , ■ 




w r / o 


1 HUriHS 1 BE,TTY 


06/01/3-'+ 


L. ^ 




1? 






OS/cl .■ 36 


IP 


2 . 


13 


9837 


DAVIS, LAN A 


08/21 •'36 


IP 


2.75 


1? 


6376 


CORUin, AMY 


01/15/36 


LS 


2 . 5-:/ 


20 


7i56 


FRANCISCO, BETH 


01/15/Q6 


LS 


^ . 00 


aS any 


' ^ sy be 


cent inue\ . . 










NUMBER 


NAME 


DATE 


MAJOR 


SPA 


21 


6^50 


HODGE, MOLLY 


06/02/85 


MS 


^ . 00 


22 


5B67 


RICE, JERRY 


06/02/85 


LS 


3.75 



I 

T 



r 
T, 



,T. 

.T. 



■ J 
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UNIT I: DATABASE. MANAGEMENT 
UNIT 1, LESSON 2, EXERCISE 2 - KEY 



F 

X' 




NUriBER 


MAnE 


TITLE 


DATE 








1 


27270 


ADURHOLD.. ANN 


PRCOFPEADER 


09/09/35 


3 






2 


■4 3636 


COPELAMD, MARY 


SECRETARY 


0"^/29 '3'^ 








3 


53909 


THOflPSGN, I'll LLI AM 


PROCESSOR 2 


01 /E2/36 


12 








37654 


THOMASSOM, JAMIE 


PROCESSOR 1 


06/t6,'S(- 




.O'V 


i 


5 


38390 


BREMER, JAMIE 


PROOFREADER 


0Q/2O/c5 




.00 




i> 


39339 


niDDLETSGN, JOAN 


PROCESSOR 2 


06/1 i/55 




. 00 




7 


76455 


RUSTONi. MIKE 


PROCESSOR 1 


03/15/35 


11 


.60 




8 


9SS7B 


SI PES, DONNA 


PROCESSOR 1 


OS/ 15/35 


I I 


.75 




9 


98277 


ZANER, LAURA 


PROCESSOR 1 


0''/01 /S5 


11 


.75 


< 


10 


773S7 


PLAYER, LINDA 


MANAGER 


0" ''01 '35 


21 






11 


93399 


MITCHELL, RHONDA 


PROCESSOR 2 


07/0i/S6 


13 






1 2 


33333 


HQLDEM, IJANDA 


PRGOFREACER 


07. 01 56 


Q 






13 


3SSS3 


LEMONS, DEBORAH 


PROCESSOR 2 


07/01/86 


13 


* "^"^ 




1^ 


393S7 


CROSS, JANA 


PROCESSOR 1 


08/22/35 


1 I 






15 


29937 


BEACH, JERILYN 


PROCESSOR 1 


07/01/35 


12 






1B8 



i 
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UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 2, EXERCISE 3 



, Rt^o. fi t MtiRER TYPE fiQCEL 

i ?apgs c 

• / / / 

/ / 

3 ea,?9o r 



* 4 ?f3?91 c 

/ / 

~ pop9p Q 

.' / 



VICOTR 
VICOTR 
VXCTOR 
"ICTDR 

SAfJTROri 

SAirmori 

SAUTRDN 



Pa?97 c 
F <-?5 C.I.V to continue... 



PURDATE COriTRACT 

C'sp/as .F. 

07/aP/83 ,F. 
07/2P/85 .F. 
07/aP/85 .F. 
<''7/22/83 ,F. , 
•:-.'"2P/'5«3 .F. 

•3r' '8:j , r . 

O-'/'pa/q-, ,T. 
07/Sa/Qf! .T. 

PURDATE COfJTPAOT 
-)7 P?/|3'% 



RATE PAT El 
PO.OO 

fiO.OO 02 .'T'- 
SO. 00 'O^ '8 
20 .00 
20, 0'"' 



'..'IT p-" «: •• 

0, •:••■) 

0 , 0;'' Or •' 1 -i f' '~y 

RATE Pr.fFt 



BEST COPY AVAILABLE 



r 



UNIT 1,^ DATABASE MANAGEMENT 
KEY 

LESSON 3, EXERCISE 1, STEP 3 



• J'-Jplav' structure 
rH;i..:':ure for djtabiise 
•«u.T.b'3r of data records 
Oiit^ of last update 
= i-3ld Field name 
1 NUnPER 

3 DATE 
^ MAJOR 

5 GPA 

6 EUR 
T ;. (r.al 



Brshudent .dbf 
01/01/ 30 



Type 


Uidth 


Character 




Character 


20 


Date 


S 


Character 


a 


Numeric 




Logical 


1 







Dec 



ERIC 
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UNIT I: DATABASE MANAGEMENT 
LESSON 3/ EXERCISE 1, STEP 4 



















NUMBER 


NAriE 


DATE 


f *ri »^ wr\ 






1 


6987 


SMITH, KAY 


01/13/96 


IP 






a 


8773 


JOriES, LEA 


06/02/95 


ES 


?-7t 


T 
• 1 • 


3 


1010 


MITCHELL, JIM 


01/15/86 


IP 




T 
• 1 • 




1327 


SIMS, JAr4 


Ol/lS/86 


MS 




T 
• 1 • 


5 


2837 


LASS ITER, JANET 


01/15/85 


MS 


3- IS 


T 
• 1 • 


6 


87^6 


SANTOS, LIZ 


01/05/86 


IP 


3-95 


T 
• 1 • 


7 


9773 


LYNN, CARRIE 


01/13/8A 


MS 


2. 77 




8 


7836 


JOHNSON, MINI 


06/02/85 


MS 


□ •60 




9 


9833 


LOOPER, JAMES 


08/21/86 


IP 


3, SO 




10 


2773 


HILL, ANNNA 


08/21/86 


IP 


3 • 5<j 


T 


1 X 


2973 


DERRICK, JAfilCE 


08/21/86 


IP 




« 


1? 


8377 


SMITH, KAE 


Oc/Oa '95 


E2 




.T. 


13 


1797 


JCNES, W^^NDA 


08/21/95 


i n 




.F. 




2967 


NORTH, RENDA 


01/13/8^ 


MS 


3 . 23 


.F. 


13 


9736 


TRENT, KIMBEPLY 


06/01/8/1 


L3 


2 . 90 


.F. 


Ih 


2978 


THOMAS, BETTY 


06/01/54 


LS 


3.-^5 


.T. 


17 


2997 


CROWLEY, JUNE 


08/21/96 


IP 




.T. 


13 


9837 


DAVIS, LANA 


03/21 /8i 


IP 


a. "5 


. r. 


19 


6376 


CCRWIN, AMY 


01'/ 15/86 


LS 


2.50 


.T. 


ao 


7656 


FRANCISCO, BETH ' 


01/15/86 


LS 


4 . 00 


.1. 


21 


6^30 


HODGE, MOLLY 


06/02/85 


MS 


. 00 


.T. 


22 


5867 


RICE, JERRY 


06/02/85 


LS 


3.75 


.T. 



/ 
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UNIT Is DATABASE MANAGEMENT 
KEY 

LESSON 3, EXERCISE 1, STEP 6 



1 


SniTH, KAY 


IP 


a 


JONES, LEA 


ES 


3 


MITCHELL. JIM 


IP 


i* 


SIMS, J AH 


MS 


5 


LASS ITER, JAMET 


MS 


6 


SANTOS, LIZ 


IP 


7 


LYNN, CARRIE 


MS 


a 


JOHNSQM, MINI 


MS 




LOOPER, J»iMES 


IP 


iO 


HILL, ANMriA 


IP 


11 


DERRICK, JANICE 


IP 


12 


SMITH, KAE 


ES 


13 


JONES, WANOA 


LH 


1h 


NORTH, PENDA 


MS 


15 


TRENT, KIMBERLY 


LS 


16 


THOMAS, BETTY 


L3 


1'.' 


CROWLEY,, JUriE 


IP 


la 


DAVIS, LANA 


IP 


19 


CORIJIN, ANY 


LS 


SO 


FRANCISCO, DETH 


' 


Press any key to continue... 




Recordtt 


name 


major 


21 


HODGE, MOLLY 


MS 


23 


RICE, JERRY 


LS 



172 



UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 3, EXERCISE 1, STEP 7 



1 


IP 


3 .58 


.?. 


ES 


2.71 


3 


IP 


3.25 


4 


MS 


3.15 


5 


MS 


3.15 


6 


IP 


• 3.95 


7 


MS 


a. 77 


8 


MS 


3.60 


9 


IP 


3.80 


10 


IP 


3.50 


11 


IP 


2.95 


12 


ES 


3.01 


13 


LS 


3.95 




MS 


3.25 


IS 


LS 


2.90 


la 


LS 


3.75 


17 


IP 


2.90 


18 


IP 


2.75 


19 


LS 


2.50 


20 


LS 


4.00 


Press any key 


to cortt 


R«3cord# 


major 


gpa 


21 


MS 


4.00 


• aa 


LS 


3.75 ' 
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UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 3, EXERCISE 1, STEP 8 



I 01/13/86 SMITH, KAY 
a 06/0a/S5 JONES, LEA 
•3 Ol/lS/86 .MITCHELL, JIM 
^ 01/13/86 SIMS, JAN 

5 01/15/S5 LASS ITER, JANET 

6 01/05/86 SANTOS, LIZ 

7 01/13/84 LYNN, CARRIE 

8 06/0a/83 JOHNSON, MIMI 

9 08/ai/B6 LOOPER, JAMES 
10 08/ai/86 HILL, ANNNA 

U 08/31/86 DERRICK, JANICE 

IP. 06/0a.'S5 SMITH, KAE 

13 08/21/85 JONES, WANDA 

14 01/13/84 NORTH, RENDA 

15 06/01/84 TRENT, KIMBERLY 

16 06/01/84 THOMAS, BETTY 

17 08/ai/86 CROWLEY, JUNE 

18 08/31/86 DAVIS, LANA 

19 01/15/86 CORWIN, AMY 

30 01/15/86 FRANCISCO; BETH • 
Press any key to continue... 

Record* date name 

ai 06/03/85 HODGE, MOLLY 

aa 06/03/85 RICE, JERRY 
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UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 3,.. EXERCISE 1, STEP 



Recordtt name npa 

1 SMITH, KAY 3.58 

a JONES, LEA 2.71 

3 MITCHELL, JIM 3.25 

^ SIMS, JAM 3.15 

5 LASS ITER, JANET 3.15 

6 SANTOS, LIZ 3.95 

7 LYNN, CARRIE 2.77 

8 JOHNSON, MINI 3.60 

9 LOOPER, JAMES 3.90 
10 HILL, ANNMA 3.50 
U DERRICK, JANICE 2.95 
12- SMITH, KAE 3.01 

13 JONES, WANDA 3.95 

14 NORTH, PENDA 3.25 

15 TRENT, KIMBERLY 2.90 

16 THOMAS, BETTY 3.75 

17 CROWLEY, JUNE 2.90 

18 DAVIS, LANA 2.75 

19 CORWIN, AMY 2.50 

20 FRANCISCO, BETH 4.00 
Press any key to continue... 
Record* name gpa 

21 HODGE, MOLLY it. 00 

22 RICE, JERRY 3.75 
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STEP 10 



UNIT I: . DATABASE MANAGEMENT 
KEY 

LESSON 3, EXERCISE 1, STEPS 10 & 11 



. display record 7 
Record J» NUMBpR NAME 
7 9773 LYNM , 



CARRIE 



DATE riAJOR 
01/13/84 ris 



GFA E! ^ 
2.77 .F. 



STEP 11 



. display rscord 7 
Record* MUflBER NAME 

7 9773 LYNN, CARRIE 
. display ney.t 5 
'.ecord# NUMBER NAME 

7 9773 LYNN, CARRIE 

8 7836 JOHNSON, MI MI 
' 9 9833 LOOPER, JANES 

10 2773 HILL, ANNNA 

11 2873 DERRICK, JANICE 



DATE 

01/13/84 
DATE 

01/13/84 
06/02/85 
08/21/86 
P8/21/86 
08/21/86 



MAJOR 
MS 

MAJOR 

MS 

MS 

IP 

IP 

IP 



GPA 
2.77 

GPA 
2,77 
3.60 
3.80 
3.50 
2. 93 



ENR 
.F. 

EriR 
.F. 
.T. 
.T. 
.T. 
.T. 
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UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 3, EXERCISE 1, STEP 16 & 17 



STEP.Z6 



Rscordtt 


MUMBER 


NAriE 


1 


6987 


SMITH, KAY 


3 


1010 


MITCHELL, JIM 


6 


B7m 


SANTOS, LIZ 


9 


9833 


LOQPER, JAMES 


10 


2773 


HILL, ANNNA 


11 


2873 


DERRICK, JANICE 


17 


2987 


CROWLEY, JUUE 


18 


9837 


DAVIS, LAN A 



DATE 


MAJOR 


GPA 


Ef>!R 


01/13/86 


IP 


3.58 


.T. 


01/15/86 


IP 


3.25 


.T. 


01/05/86 


IP 


3.95 


.T. 


08/21/86 


IP 


3.80 


.T. 


08/21/86 


IP 


3.50 


.T. 


08/21/86 


IP 


2.95 


.T. 


08/21/86 


IP 


2.90 


.T. 


08/21/86 


IP 


2.75 


.T. 



STEP 17 



- DISPLAY FOR GPA > 3.5 



Refcord* 


NUMBER 


NAME 


1 


6987 


SMITH, KAY 


6 


87^6 


SANTOS, LIZ 


8 


7836 


JCMMSOri, MI MI 


9 


9322 


LGQPER, JAMES 


13 


1787 


J0ME3, HAND A 


16 


2978 


THOMAS, BETTY 


20 


7656 


FRANCISCO, BETH 


. ai 


6450 


HODGE, MOLLY 


22 


5867 


RICE, JERRY 



DATE 


MAJOR 


GPA 


ENR 


01/13/86 


IP 


3.58 


.T. 


01/05/3 3 


IP 


3.95 


.T. 


06/0,^/35 


MS 


n . 60 


.T. 


0r;/2i / 53 


IP 


3 . 30 


T 

• • • 


08/21/85 


L3 


3.95 


.F. 


06/01 /S'-* 


LS 


3.75 


.T. 


01/15/86 


LS 


U.OO 


.T. 


06/02/85 


M!= 


4 . 00 


.T. 


06/02/83 


LS 


3.75 


.T. 
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UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 3/ EXERCISE 1, STEP 20 





NUriBER 


NAME 


UH 1 c: 


f */\ TOD 

1 if-iJ Ur! 


uPh 


ENR 


1 


6987 


SMITH. KAY 


T) 1 / 1 T / n A 
y»* X / X o « a o 






• 1 • 


a 


8773 


JOrJES, LEA 






c: • / L 


« 1 « 


3 


1010 


MITCHELL* JIH ' 


C)\ / 1 S ' P A, 
\J X / X%J* oo 


TP 


c • cD 


• T * 




1327 


SIMS* JAM 




1 IS 


'3 1 cs: 


• T • 


5 


2887 


LASS ITER, JANET 


01/15/85 


MS 


W • Jk W 


T 


6 


87^6 


SAr4T0S, LIZ 


01/05/86 


IP • 


3.95 


.T. 


8 


7836 


JOHNSON, MINI 


06/02/85 


MS 


3.60 


.T. 


9 


9833 


LOOPER, JAMES 


08/21/86 


IP 


3.80 


.T. 


10 


2773 


HILL, ANNNA 


08/21/86 


IP 


3.50 


.T. 


11 


2873 


DERRICK, JANICE 


08/21/86 


IP 


2.95 


.T. 


12 


S377 


SMITH, KAE 


06/02/B5 


ES 


3.01 


.T. 


16 


2978 


THOMAS, BETTY 


06/01/8^ 


LS 


3.75 


. T . 


17 


2987 


CROULEY, JUNE 


08/21 /S6 


IP 


s.-^o 


.T. 


18 


9837 


DAVIS, LAfJA 


03/21/86 


IP 


2.75 


.T.. 


19 


6376 


CORWIN, AMY 


01/15/36 


LS 


2 . f-O 


.T. 


20 


7656 


FRANCISCO, BETH 


01/15/36 


LS 


'+ . ''.10 


.T. 


21 


6h50 


HODGE, NOLLY 


06/0E/35 


MS 




.T. 


22 


5867 


RICE, JERRY 


06/02/85 


LS 


3.75 


.T. 
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UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON J, EXERCISE 1, STEP 22, 23, 24 



STEP 22 



Record** MUMBER NAnE 

7 9773 LYMN, CARRIE 

13 1787 JONES, WANDA 

1^ 2937 north', .RENDA 

15 8736 TRENT, KiriBERLY 



DATE 

01/13/8'f 
08/21/85 
01/13/Bit 
06/01 /S/* 



MAJGR 

MS 

L3 

r!3 

LS 



GPA 



3.?5 
3.25 
S.70 



EMR 
.F. 
.F. 
• F. 
.F. 



STEP 23 

1 

3 

6 
o 

* 

10 



NUMBER NAME 
6987 
1010 

9833 
2773 



SMITH, KAY 
MITCHELL, JIM 
SANTOS, LIZ 
LQOPER, JAMES 
HILL, ANNNA 



DATE 

01/13/96 
01/! 5/86 
01/05/86 
08/21/86 
08/S1/86 



MAJOR GPA ENR 



IP 
IP 
IP 
IP 
IP 



3.53 .T. 

3.25 .T. 

3.95 .r. 

3ca0 .T. 

3.50 .T. 



STEP 24 



< 

3 
6 
8 
9 
10 
1 1 
13 
16 
17 

I'l 
i»0 
21 



NUMBER 

6987 

1010 

87't6 

7836 

9833 

3773 

E373 

1787 

2978 

59S7 

?S?7 

"651 

6 if TO 



SMITH, KAY 
MITCHELL, JIM 
SANTOS, LIZ 
JOHNSON, MI MI 
LOOPER, JAMES 
HILL, ANNNA 
DERRICK, JANICE 
JONES, WANDA 
THOMAS, BETTY 
CRDULEY» JUNE 
CAVIB, Lr-r^A 
FFANCIGCT, BETH 

MC:.LV 
F:ICE. JE^R:' 



DATE 


MAJOR 


GPA 


EriR 


01/13/86 


IP 


3.5B 


-T. 


01/15/S6 


IP 


3 ,25 


T 

• • 


01/05/06 


IP 


3.?5 


.T. 


06/02/35 


MS 


3 . 60 


,T. 


08/21/86 


IP 


3 . 80 


.T, 


08/21/86 


IP 


o <=.>'\ 

w ■ w * 


.T. 


08/21/26 


IP 


? . 


.T. 


08/21/85 


LS 


3 - "'5 


,F. 


06/01 /34 


Lv) 


3.75 


<i m 


03/21/ 2. ^> 


IP 


o CO 


.T. 




'P 




P 


0 1 i 


L,- 


- . : :> 


- r . 


0 'Oli.' 

















UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 3, EXERCISE 2 



Dlspla^r th» Izifoxmatlon procasslng pdrsonnel database an 
print It. 

Wha^ la the avarage aalarx* of tha title processor 27 
$13.38 

procossor 17 $11.48 

What is the azact command you gave in each case in quest 

2 to determine the averages in dBase? 

AVERAGE PAY FOR TITLE » "PROCESSOR 1* 
AVERAGE PAY FOR TITLE « "PROCESSOR 2" 

What is the total pay hourly for all personnel in 
proofreading? $28.00 

What command did you use to determine this total? 
SUN PAY FOR TITLE - "PROOFREADER'^ 

Print a llat of the employees that make $13.00/hr. or 
more. 

What is tJta exact command used to determine this. 
DISPLAY FOa PAY >« 13.00 TO PRINT 
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UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 3, EXERCISE 2, STEP 1 



Record# 


NUMBER 


1 


37270 


S 


63636 


3 


58909 


H 


S765A 


5 


38390 


6 


39339 


7 


7645S 


B 


98378 


9 


98277 


10 


77387 


11 


98399 


la 


30388 


13 


38883 




39387 


15 


29987 



NAME 

ADLIRHOLD, ANN 
CGPELAND, MARY 
THOMPSON, WILLIAM 
THOMASSON, JAMIE 
BREMER, JAN IE 
MIDDLETSON, JOAM 
RUSTON, MIKE 
SI PES, DONrJA 
ZhNER, LAURA 
PLAYER, LINDA 
MITCHELL, RHONDA 
HOLDEN, WANDA 
LEMONS, DEBORAH 
CROSS, JANA 
BEACH, JERILYN 



TITLE 

PROOFREADER 
SECRETARY 
PROCESSCR 2 
PROCESSOR 1 
PROOFREADER 
PROCESSOR a 
PROCESSOR I 
PROCESSOR 1 
PROCESSOR 1 
MAfJABER 
PROCESSOR 2 
PROOFREADER 
PROCESSOR a 
PROCESSOR 1 
PROCESSOR 1 



DATE 




PAY 


09/09/Sf 


8 


.50 




7 


.50 


Ul /da/ So 


12 


.25 


06/16/36 


10 


.00 


09/a0/8i; 


10 


. 00 


06/1 1/85 


1^ 


.00 


08/15/35 


11 


.60 


09/15/65 


X 1 


. 75 


C/Ol /ss 


11 , 


.75 


07/01/85 


21 . 


.25 


07/01/86 


13, 


. 50 


07/01/86 


9, 


,50 


'07/01 /B6 


13. 


75 


00„'22/S5 


11 . 


75 


07/01/83 


12. 


00 
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UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 3, EXERCISE 2, STEP 6 



Recordtt NUMBER NAME 

6 3938? MIDDLETS0f4, 'JO At J 

10 77387 PLAYER,' LINDA 

11 98399 MITCHELL, RHONDA 
13 .33083 LEMONS, DEBORAH 



TITLE 

PROCESSPR 2 
MANAGER 
PROCESSOR 2 
PROCESSOR 2 



DATE FAY 
06/11/S5 I'V.OO 
07/01/35 21.25 
07/0 1 /as 13.50 
07/01/36 13-75 
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UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 3, EXERCISE 3, STEP 3 



='E»COl dW 


MUMPER 


TYPE 


nOCEL 


FURDATE 


corjTFMcr 


FmTE DmTEI 


1 

• ' f 


/ / 


C 


VICTOR 


07/£2,'35 


• F, 


20 • 00 ' / 


3 


£8599 

/ 


C 


VICOTR 


07/£2/25 


.F, 


.iO.OO OB ■27*35 


3 




c 


VICOTR 


07/22/35 


.F, 


ao.'.'o 0 i/o-t/e*" 


•\ 


aEa9i 


c 


VICTOR 


07/aa/35 


• F, 


20 • 00 


3 

/ / 


a8a9a 


c 


VICTOR 


07/aa/3s 


.F. 


au . 00 / / 


6 


a8a?3 


c 


VICTOR 


07/aa/es 


.F. 


a'J.OO 01, '29 85 


c7 

• / 


73000 
/ / 


D 


IBM 


0g/=l/83 


.F. 


10:>.''0 ■•? 'SM/Sf: 




73010 
/ / 


0 


I3f1 


08/ai/93 


.F. 


iO'!> > 



BEST COPY AVAILABLE 
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UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 4, EXERCISE 1, STEPS 3 & 5 



STEP 3 





NU1IBER 




1 


cyS/O 


ADUP.HOLD , ANN 


a 


29937 


BEACH. JERILYN 


3 


38390 


BREMER, JAN IE 


A 


63636 


COPELAWD, hARY 


5 


39387 


CROSS, .JANA 


• 6 


38388 


HOLDEN, WArJDA 


7 


3S883 


LEMONS, DEBORAH 


8 


393S9 


niDDLETSON, JOAN 


9 


98399 


MITCHELL, RHONDA 


10 


77387 


PLAYER, LINDA 


11 


76/*55 


RUSTON, MIKE 


la 


98S7B 


SI PES, DONNA 


13 


8765^^ 


THOMASSON, JAMIE 




58709 


THOMPSON. IJ ILL I AM 


15 


9Sa77 


2ANER, LAURA 



TITLE 


DATE 




PAY 


PPOOFREADER 


09/07/35 


0 


.30 


PROCESSOR 1 


07/01/85 


12 


. 00 


PROOFREADER 


07/E0/S6 


iO 


. -'.iO 


SECRETARY 


07/a9/8't 




. 50 


PROCESSOR 1 


oa/Ea/83 


1 1 


.75 


PROOFREADER 


0'^/01/S6 


9 


.50 


PROCESSOR E 


07/01/86 


13 


.75 


. PR0CES3CR 2 


06/11/85 


14 


.00 


PROCESSOR a 


07/01/86 


13 


.50 


MANAf3ER 


07/01/85 


21 


.25 


PROCESSOR 1 


08/15/85 


11 


.60 


PROCESSOR 1 


08/15/85 


1 1 


.75 


PROCESSOR 1 


06/16/96 


10 


.0" 


PROCESSOR a 


01/22/36 


1 2 , 


, ir.5 


PROCESSOR 1 


07/01/85 


11 . 


.75 



STEP 5 



Record* NUMBER 

1 77387 

2 3933? 

3 3SES3 
■'! =239? 

5 58909 

6 29937 

7 98973 

8 98277 

9 39387 

10 76455 

1 1 3S370 
la 97654 

13 38383 

1 4 27270 

15 63636 



NAME 

PLAYER. LINDA 

MIDDLETSON.. JOAN 

LEroriSr CEn'GRr.H 

MITCHELL, RHONDA 
THOMPSON, WILLIAM 
SEACH, JERILYN 
SIFES, DONNA 
2ANER, LAURA 
CROSS, JANA 
RUSTON, MIKE 
BREMER, JAN IE 
THOMASSON, JAMIE 
HOLDEN, t.'ANDA 
ADURHOLD, ANN 
CCF ELAND, MARY 



TITLE 
MANAGER 
PROCESSOR 2 

FROCESSCR 2 
PROCESSC"-' 2 
PROCESSOr; 1 
PROCESSOR 1 
PROCESSOR 1 
PROCESSOR 1 
PROCESSOR 1 
PROOFREADER 
PROCESSOR 1 
PROOFREADER 
PROOFREADER 
HECFETARV 



DATE 

07/01/85 
06/1 1 ^55 

■•: 

07 vi -Bt 
01 ■■22/36 
07/01/85 
00/15/55 
07/01/95 
03/22/95 

08 a5/9T 
09/20/36 
06/ 16/26 
07 '01/96 

09 ■'"•? 'Sw 



PAY 
21 .25 

I 'l .00 

1 .? . r--- 

12.25 
12 -■•:•':• 

II . "5 
11 .75 
11 .75 
1 1 . 60 
10.00 
iO.OO 

3 
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UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 4, EXERCISE 1, STEPS 6 & 7 



STEP 6 



rscordi* NUMBER NAME 

1 77387 PLAYER, LINDA 

2 29987 BEACH, JERILYN 

3 39387 CROSS, JANA 

4 76<f55 RUSTQN, MIKE 

5 98378 SIPES, DONNA 

6 8765^ THOriASSOra, JAMIE 

7 98277 ZANER, LAURA 

8 38883 LEMONS, DEBORAH 

9 39389 MIDDLETSON, JOAN 

10 9329= MITCHELL, RHONDA 

11 53909 THOMPSON, WILLIAM 

12 27P70 ADURHOLD, ANN 

13 38390 BREMER, JAN IE 

14 38388 HOLDEN, WANDA 

15 63636 COPELAND, MARY 



TITLE 




DATE 




PAY 


MANAGER 




07/01/85 


21 


.25 


PROCESSOR 


1 


07/01/85 


12 


. 00 


PROCESSOR 


1 


08/22/85 


1 1 




PROCESSOR 


1 


03/15/85 


11 


. oO 


PROCESSOR 


1 


08/15/85 


11 


.75 


PROCESSOR 


1 


06/16/86 


1 0 . 00 


PROCESSOR 


1 


07/01/25 


1 1 


.75 


PROCESSOR 


S 


07/01/86 


13 


.75 


PROCESSOR 


2 


06/11/85 


1^ 


,00 


PROCESSOR 


r> 


07. '01 'Bj, 


13 


. 


PROCESSOR 


2 


:'1/L»?2/E6 


1? 


.E5 


PRDOFREADtZ 


P 


09/ 09. ■85 


S 


.50 


PROOFREADER 


09/n0''S6 


10 


.00 


PROOFREADE 


R 


07/0 1/36 


9 


. 50 


SECRETARY 




07/c9/8'» 


7.50 



STEP 7 





NUMBER 


NAME 


DATE 


MAJOR 


CPA 


ENR 


1 


6376 


CORWIN, AMY 


01/15/86 


LS 


2.50 


.T. 


2 


2987 


CROWLEY, JUNE 


08/21/86 


IP 


2.90 


.T. 


3 


9837 


DAVIS, LAN A 


08/21/86 


IP 


2 . 75 


.T. 




2973 


DERRICK, JANICE 


08/21/86 


IP 


2.95 


.1. 


5 


7656 


FRANCISCO, BETH 


01/15/86 


LS 


4 . 00 


.T. 


6 


2773 


HILL, ANNNA 


08/21/36 


IP 


3.51' 


.T. 




6450 


HDDSE, MOLLY 


06/0S/35 


MS 


. <yj 


. r. 


e 


7836 


JOHNSON, MINI 


06/05/85 


M3 




.T. 


o 


8773 


JCrJES, LEA 


06,;':2.'85 


E3 






! *) 


*n « 


L.'^.SSITER, JAr ET 


0 i ' i J 


> '.Tt 






'l 1 


9335 


LGQ=l£R, JAVE'I 


' ?. -21 -'.If.- 




1 " ' 




1 3 


1 •:> ! 


niTTnELL, JIM 


. • 1 1 - ' <• ■ 


r .. 


? r 


f 






FX IE, Jfr-T; 
















•'■ I .' ■."•'^1. 'f . 


' F- 




r . 


J5 


132'-' 


3 IMS. JAM 


01/! 5/3 J 


N3 






li 


8377 


SMITH, KAE 


1)6 "15 


C? 


3 - 1 




17 


6937 


SMITH, KAY 


01/13. 36 


IP 


□ - '=■•3 


.T. 


10 


2978 


THOMAS, BETTY 


Oo/Ol/E^ 


LS 


3.-5 


• 1 • 
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UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 4, EXERCISE 1, STEP 8 



R3=c>rd# 


NUMBER 


NAME 


1 


8377 


SniTHi hfAE 

■ • • • • t ^ n k« 


a 


8773 


JONES ^ LEA 


3 


1010 


MITCHELL., JIM 




2773 


HILL, ANNUA 


5 


2873 


DERRICKi JAM I CP 




9837 


DAVIS* LANA 


7 


2987 


CROWLEY, JUNE 


a 


9833 


LCOPER, JAMES 


9 


6987 


SMITH, KAY 


10 


8746 


SANTOS, LIZ 


11 


5867 - 


RICE, JERRY 


12 


2978 


THOMAS, BETTY 


13 


7656 


FRArJClSCQ, BETH 


14 


6376 


CGRUIN, AMY 


15 


7836 


JOHNSON, MIMI 


la 


2887 


LASS ITER, JANET 


17 


6450 


HODGE, MOLLY 


IS 


1327 


fil MS, JAN 



DATE 


MAJOR 


SPA 


ErjR 


06/02/85 


ES 


3.01 


.T. 


06/02/85 


ES 


2.71 


.T. 


01/ 15/86 


IP 


3,25 


.T. 


08/21/86 


IP 


3 . 50 


.T. 


08/21/86 


IP 


2.95 


.T. 


<.)a/21 /S6 


IP 


a. 75 


.T. 


08/21/86 


IP 


2 . 90 


.T. 


08/21/86 


IP 


3 . 30 


.T. 


0i/i5/S6 


IP 


3.58 


.T. 


01/05/86 


IP 


3.95 


.T. 


06/02/85 


LS 


3 . 75 


.T. 


C6/01/84 


L3 


0 . / 5 


.T, 


01/15/86 


L3 




.T. 


01/15 '86 


LS 


2 . 30 


-T. 


06/02/85 


fl3 


3 . 60 


. T. 


01/15/35 


MS 


.3 • 1 5 


.T. 


06/02.'85 


MS 


4 . '--O 


.T. 


01/15/36 


MS 


3. If: 


.T. 
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UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 4, EXERCISE 2 



print » copy " each file! "o-meniB used for each an.: 



USff STUDENT 

S0R1» ON DATS DESCENDING 
USB STUART. i 
DISPLAir ALL TO PRINT 

USE STUDENT 
SORT ON 6PA 
USB STUS0RT.2 
DISPLAY ALL TO PRINT. 

Sort the student file to obtain a list an 4«* 
assists' ,a,=r,t2f „*jiJl! I^Ji^tiiSlSr™ 



USE STUDENT 
SORT TO STUS0RT.3 
DISPLAY FOR MAJOR 
DISPLAY FOR MAJOR 



ON MAJOR 

■ "IP" TO PRINT 

u "LS" TO PRINT 
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UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 4, EXERCISE 2, STEP 1 



Pecoj-d# NUMBER fJAflE 

1 aS73 DERRICK, JANICE 



a 9837 

3 3773 

4 9833 

5 3987 

6 1327 

7 6376 

8 1010 

9 7656 

10 6987 

1 1 87^6 

12 1787 

13 8773 
1 7836 

15 8377 

16 6^50 

17 5867 

18 2887 

19 2978 

20 8736 



I^^'^VIS, LAMA 
HII L, AiNNNA 
LOOPER, JAMES 
CROWLEY, JUNE 
SIMS, JAN 
CORWIN, AMY 
MITCHELL, JIM 
FRANCISCO, BETH 
SMITH, KAY 
SANTOS, LIZ 
JCfiES, WANDA 
JONES, LEA 
JOHNSON. MIMI 
SMITH, KAE 
HODGE, MOLLY 
RICE, JERRY 
LASS ITER, JANET 
THOMAS, PETTY 
TRENT, K MBERLY 



Pi ess any key to continue... 
r;ecord# fJUMBER NAME 

21 2987 NORTH, RENDA 

22 9773 LYfJN, CARRIE 



DATE 
OB/21. 
08/21/86 
08/21 /So 
08/21/86 
08/21/86 
01/15/86 
01/15/86 
01/15/86 
01/15/86 
01/13/86 
01/05/86 
08/21/85 
06/02/S5 
06/02/85 
06/02/85 
06/02/85 
06/02/85 
01/15/85 
06/01/8'* 
06/01 /8^ 



DATE MAJOR GPA EflR 

01/13/84 MS 3.25 .F. 
01/13/34 MS 2. -^7 F 



MAJOR GPA 


EflR 


» IP 


2.95 


.1. 


1 IP 




.1. 


• IP 


3.50 


.1. 


IP 


3 . SO 


-T. 


IP 


2 . 90 


.T. 


MS 


3.15 


.T. 


LS 


2.50 


-T. 


IP 


3.25 


.T. 


LS 


4 . 00 


.T. 


IP 


3.58 


.T. 


IP 


3.75 


.T. 


L3 


3.95 


.F. 


ES 


2.71 


.T. 


MS 


3.60 


.T. . 


ES 


3.01 


.T. 


MS 


4.00 


.T. 


LS 


3.75 


.T. 


MS 


3.15 


.T. 


LS 


3.75 


.T. 


LS 


2.90 


.F. 
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UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 4, EXERCISE 2, STEP 2 



Rocord# 
I 

2 
3 

5 
a 
7 
8 
9 
10 



1 i 

• IS 

13 
I'l 

16 
17 
13 
19 
20 

Press a 
Recordtt 
21 
22 



NUMBER 
6376 
8773 
9837 
9773 
E987 
8736 
2873 
3377 
1327 
2887 
1010 
2987 
2773 
6987 
7336 
2978 
5367 
9833 
1787 
87^6 
ny key 
NUMBER 
6^50 
7656 



NAriE 

CORWirJ, AHY 
JOrJES, LEA 
DAVIS, LhUA 
LYNN, CARRIE 
CROIJLEY, JUtJE 
TRENT, KIMBERLY 
DERRICK, JANICE 
SMITH, KAE 
SIMS, JAN 
LASS ITER, JAiNET 
MITCHELL, JIM 
NORTH, RENDA 
HILL, ANNNA 
SMITH, KAY 
JOHMSON, MIMI 
THOMAS, BETTY 
. RICE, JERRY 
LCOFER, JAMES 
JONES, UANDA 
SANTOS, LIZ 
to coiitinue. . . 
NAME 

HODGE, MOLLY 
FRANCISCO, BETH 



n ATcr 


MAJOR 


nPA 


E.'iR 


Ul /I? '86 


L3 


2.50 


.T. 




E3 


C.71 


.T. 


U8/21 3o 


IP 


• ■ . t J 


.T. 




MS 


2 • 77 


.P. 


U8/cl /So 


IP 


2 . 90 


.T. 


06/91/9^ 


LS 


2 . ?0 


.F. 


U3/21 /86 


IP 


2.95 


.1. 


t.'o/ ys/35 


ES 


3.01 


.T. 


01/15/86 


MS 


3.15 


.T. 


01/15/85 


MS 


3. 15 


.T. 


t"j 1 / 1 / a ' 
1 / 1 tj a o 


T r"i 

IP 




.T. 








.F. 




T C' 


Z . . Jt.' 


. T, 


01/13/36 


IP 




.T. 


06/02/85 


MS 


3 . 60 


.T. 


06/01 /S'-i 


LS 


3.73 


.T. 


06/02/85 


LS 


3.75 


.T. 


08/21/36 


IP 


3. 80 


.T. 


08/21/85 


LS 


3.95 


.F. 


OL/Ofu/SA 


IP 


3.95 


.T. 


DATE 


MAJOR 


GPA 


ENR 


06/02/85 


MS 


^ . 00 


.T. 


01/15/86 


LS 


^ . 00 


.T. . 
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UNIT I; DATABASE MANAGEMENT 
KEY 

LESSON 4, EXERCISE 2, STEP 3 



Record* 


NUMBER 


NAME 


3 


1010 


MITCHELL, JIM 




2873 


DERRICK, JANICE 


5 


9837 


DAVIS, LANA 


/ 

w 


8746 


SArJTOS, LIZ 


7 


2987 


CRCULEY, JUNE 


8 


6987 


SMITH, KAY 


o 


9833 


LOOPER, JAMES 


10 


2773 


HILL, ANNNA 



DATE . 

01/15/86 

08/ai/B6 

08/21/86 

01/05/86 

08/21/86 

01/13/86 

08/21/86 

08/21/86' 



MAJOR 

IP 

IP 

IP 

IP 

IP 

IP 

IP 

IP 



GPA 

.as 

.95 
.75 
.95 
.90 
.58 
.80 
.50 



EHR 

.1. 

.1. 

.1. 

.1. 

.T. 

.T. 

.1. 

.T. 



Record* 
XI 
12 
13 
1^ 



16 7 



NUMBER 
1787 
2978 
8736 
536*^ 
6376 
7656 



NAME 

JONES, WANDA 
THOMAS, BETTY 
TRENT, KIMBERLY 
RICE, JERRY 
COPlJirj.. AMY 
FRANCISCO, BETH 



DATE 

03/21/85 
06/01 /S4 
06/01 /S^ 

05 '02/ as 
oi/ir/3i 

01/15/36 



MAJOR 
LS 
LS 
LS 

1.3 
LS 
LS 



GPA 
3.95 
3.75 
a . 

2.Z'.. 
^ . 00 



EriR 

.F. 
.T. 
.F. 
.1. 

. r- 
.1. 



ERIC 



190 



UNIT Is DATABASE MANAGEMENT' 
KEY 

LESSON 4, EXERCISE 3 

KEY 

Use the commands you have learned In to add to and sort 

the 

information processing personnel file as indicated. Record t 
he 

commands used for each and print a copy of each new file. 



1. a. Add the following records to the ipperson.dbf . 
USB IPPBSSON 

APPEND 

USB IPPBRSON 

b. Sort the updated file by name. 

USE IPPBRSON 

SORT. TO IPSORTl ON NAME 

USE IPSORTl 

DISPLAY ALL TO PRINT 

2. Sort this file in order of data hired starting with 
1984. 

Name the file persbrt.l 

USB IPPBRSON 

SORT TO PERSORTl ON DATS 

USE i'ERSORTl 

DISPL* Y ALL TO PRINT 

3. Sort the file by pay rate with the 

a. lowest pay listed first. Name this one paysorta 

USB IPPBRSON 

SORT TO PAYSORTA ON PAY 

USB PAYSORTA 

DISPLAY ALL TO PRINT 

b. highest pay listed first. Name this one paysortd 
USB IPPBRSON 

SORT TO PAYSORTD ON PAY DESCENDING 
USE PAYSORTD 
DISPLAY ALL TO PRINT 

4. Sort the file by title and name with title being the 
most important sort. Name the file titleper. 

USE IPPBRSON 

SORT TO TITLEPER ON TITLE, NAME 
USE TITLEPER 
DISPLAY ALL TO PRINT 



I 
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What Is the average salary of the position 
USE IPPERSON 

AVERAGE PAY FOR TITLE « "PROOFREADER* 

a • proofreader $9.30 

AVERAGE PAY FOR TITLE - "PROCESSOR 1" 

b* processor 1 $11.58 

AVERAGE PAY FOR TITLE « "PROCESSOR 2" 
c* processor 2 $13.29 
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t 

I UNIT I: DATABASE MANAGEMENT 

; KEY 

V' LESSON 4, EXERCISE 3, STEP lb 



Ecc-dtt MUnSER 

1 77387 

2 27270 

3 29987 
^» 3S390 

5 63636 

6 39387 

7 38339 
3 9S827 
9 93B37 

1 0 38983 

1 1 39389 

12 98399 

13 . 77387 
1^ 76'^5S 
15 ^5834 
J 6 e7'-337 

17 a^'+^a 

IS 98878 

19 e763'^ 

20 58909 
623 any hey to 
cord# MUriBER 

21 87379 

22 98277 



MAME 

ABBOT, LI LA 
ADURHOLD, ANN 
BEACH," JERILYN 
BREMER, JAN IE 
CCPELAND, MARY 
CROSS, JAtJA 
HDL DEN, WANDA 
KRANER, FHYSSIS 
LANDON, REBECCA 
LEtlONS, DEBORAH 
MIDDLETSON, JOAN 
MITCHELL, RHONDA 
PLAYER, LINDA 
RUSTCN, MIKE 
SI! IS, MONICA 
SIMSOr^, KALA 
SINGH, GEORGIA 
SI PES, DOmiA 
THGMASSON, JAMIE 
THOMPSON, WILLIAM 

continue. . . 
NAME 

TRENT, MICHAEL 
ZANER, LAURA 



TITLE 

PROCESSOR 2 
PROOFREADER 
PROCESSOR 1 
PROOFREADER 
SECRETARY 
PROCESSOR 1 
PROOFREADER 
PROCESSOR .3 
PROOFREADER 
PROCESSOR 2 
FROCESSCR 2 
PROCESSOR 2 
.MANAGER 
PROCESSOR 1 
PROCESSOR 1 
'^•ROCESSQR 2 
FPOCFREADER 
PROCESSOR 1 
PRDCESEOR i 
PROCESSOR 2 

TITLE 

PROCESSOR 1 
PROCESSOR 1 



DATE 

10/21/85 
09/09/85 
07/01/85 
09/20/86 
07/29/e/f 
08/22/85 
07/01/31: 
11/11/85 
09/06/85 
07/01/86 
06/11/85 
07/01/36 
07/01/35 
08/15/85 
C-^/lS/SS 
0S.,'2£/i;5 
09/12.'56 
03. J 5/35 
Oc)/ l6/3i3 

D-VfE PAV 
12/01/85 12.00 
07/01/85 11.75 
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UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 4, EXERCISE 3, STEP 2 



r.ccordw 


•NUMEER 




1 


c3636 


COPELAND, riARY 


c: 


37389 


MIDDLETSON, JQAN 




/ / JO / 


PLAYER,,- LINDA 


A 




BEACH, JERILYN 




TOC / / 


.iANER, LAURA 


O 


•7/./. ecf 


RUSTONf MIKE 


/ 


ooorfo 

TOO/O 


SI PES, DONNA 


o 
o 




CROSS, JANA 


o 

T 


0 /o37 


SinSON, KALA 


X V 


VdQ37 


LANDON, REBECCA 


1 1 


27270 


ADIJRHOLD, ANN 


IS 


45834 


Sins, MONICA 


13 


77387 


ABBOT, LILA 




98837 


KRAMER, PHYSSIS 


15 


87379 


TRENT, MICHAEL 


la 


5S909 


THOMPSON, HILL I AM 


17 


87654 


THOMASSON, JAMIE 


10 


38388 


HOLDEN, WANDA 


19 


38883 


LEMONS, DEBORAH 


20 


98399 


MITCHELL, RHONDA 


Press any 


key to 


continue. , . 



Record # NUMBER NAME 

21 3''t452 SINGH, GEORGIA 

22 3S390 BREMER, JAN IE 



TITLE 


DATE 






SECRETARY 


07/29/94 


n 


• SO 


PROCESSOR 2 


06/ 1 1/85 


I't 


• 00 


MANAGER 


07/01/85 


21 


• 25 


PROCESSOR 1 


07/01/35 


12 


.00 


PROCESSOR 1 


07/01/85 


1 1 


• 75 


PROCESSOR 1 


08/15/85 


1 1 


. 60 


PROCESSOR 1 


03/15/85 


1 1 


.75 


PROCESSOR 1 


08/22/85 


1 1 


.75 


pKOUESSOR 2 


08/26/85 


13 


.75 


PROOFREADER 


09/06/85 


9 


.SO 


PROOFREADER 


09/09/85 


8 


. 50 


PROCESSOR 1 


09/18/83 


11 


.75 


PROCESSOR 2 


10/21/85 


12 


.75 

. 00 


PROCESSOR 2 


1 1/1 1/33 


13 


FROCSSSOR 1 


12. '01/35 


12. 


.00 


PROCESSOR 2 


01, '22/86 


12. 


.25 


PROCESSOR 1 


0 3/16/3.0 


1 y. 


00 


PROOFREADER 


07/01 /S6 


9. 


50 


PROCESSOR 2 


07/01/86 


13. 


75 


PROCESSOR 2 


07/01/86 


13. 


50 


TITLE 


DATE 


PAY 


PROOFREADER 


09/12/36 


9, 


00 


PROOFREADER 


09/20/86 


10. 


00 
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TEP 3a 



Rocordt* 
1 



a 

3 

5 

6 

7 

S 
9 

10 
11 
12 
13 
1^ 
15 
16 
17 
18 
19 
20 



UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 4, EXERCISE 3, STEPS 3a & 3b 



•ress 



63636 
27270 

39308 
93927 
8765^ 
38390 
76^55 
9S878 
^5834 
98277 
39387 
87379 
29987 
58909 
773S7 
9S827 
98399 
38883 
87337 
any key 



MAME 

COPELAfJD, MARY 
ADUPHDLD., ANN 
SINGH, GEORGIA 
HOLDEN, IJANDA 
LAiJDON, REBECCA 
THOriASSON, JAMIE 
BREMER, JAN IE 
RUSTON, MIKE 
SIRES, DONNA 
Sins, MONICA . 
ZANER, LAURA 
CROSS, JANA 
TRENT, MICHAEL 
BEACH, JERILYN 
THOMPSON, WILLIAM 
ABBOT, LILA 
KRAMER, PHYSSIS 
MITCHELL, RHONDA 
LEMONS, DEBORAH 
SIMSON, KALA 
to continue. . . 



STEP 3b 



-Jacordt NUMBER NAME 

21 39389 MIDDLETSON, JOAN 

22 77387 PLAYER, LINDA 



TITLE 


DATE 




F:"Y 


SECPETAR/ 


07/29/8^ 


7 


.50 


PROOFREADER 


0»/09/85 


3 


.50 


FRQCFREhDER 


09/12/86 


9 


.00 


PROOFREADER 


07/01/86 


9 


.50 


PROOFREADER 


09/06/85 


9 


.50 


PROCESSOR 1 


':6/ 16/86 


10 


. 00 


PROOFREADER 


09/20/86 


10 


. -jO 


PROCESSOR 1 


0S/15/E5 


11 


. hO 


PROCESSOR 1 


08/15/85 


u 


.75 


PROCESSOR 1 


09/13/85 


11. 




rnuLtSSOR 1 


07/01/35 


11 


.75 


rRUCESSOR 1 


08/22/85 


11. 


.75 




Ic/Ol /85 


12. 


.00 


PROCESSOR 1 


07/01/85 


12-. 


,00 


PROCESSOR 2 


01/22/36 


12- 




PROCESSOR 2 


10/21/35 


12. 


75 


PROCESSOR 2 


1 1/1 1/35 


13. 


00 


PROCESSOR 2 


0"/01/86 


13. 


s-:- 


PROCESSOR 2 


07/01/86 


13. 




PROCESSOR 2 


03/26/85 


13. 




TITLE 


DATE 


F 


r\ ■ J 

M f 


'PROCESSOR 2 


06/11/85 


1/+. 


00 


MANAGER 


07/01/85 


21. 


as 



ERIC 



•ecorow 


NUMBER NAME 


1 


77387 


PLAYER, LINDA 


a 


39339 


MIDDLETSCN, JOAN 


3 


97837 


SIMSOrJ, KALA 




35S32 


LEMONS, EE50P-"H 


i5 




MITCHELL. RHOr:nA 




99337 


f-'RAMER, PH\S3I3 




77337 


ABBOT, LILA 


8 


58909 


THOMPSON, WILLIAM 


o 


87379 


TRENT, MICHAEL 


10 


29987 


BEACH, JERILYN 


1 1 


98378 


SIRES, DONNA 


12 


98277 


ZANER, LAURA 


13 


39387 


CROSS, JANA 


I'V 


^5834 


SIMS, MONICA 


IS 


76455 


RUSTON, MIKE 


16 


38390 


EFEMER, JAN IE 


17 




THOMASSOr:. JAM!!! 


1-2 






l-t 


•^3S37 












- K.J/ •:. 






r'l 'MSER 


N.V1E 195 


ai 


27570 


ACl.'PHOLO, Am 


, sa 




:CC.»,£l:;iND , ?1ARY 



TITLE 




DATE 






PAY 


MANAGER 




07/01 




21 


.25 


PROCESSOR 


2 


06/1 .! 




1<'+ 


.'"'0 


PftC'CE^SOR 




•?G = 


• w 


13 












1 T 




FPOCESSCr: 




A— . . j 




1 3 




PRCCESGOr; 


n 


1 1, i i 


','—3 


13 


. 


PROCESSOr? 




io/:^i 


,'S5 


12 


.75 


PROCESSOR 


2 


01/32 


/S6 


12 


.25 


PROCESSOR 


1 


12 '01 


'05 


12 


. 00 


PROCESSOR 


1 


07/01 


'25 


12 


. 00 


PROCESSOR 


1 


08/15. 


'£5 


1 1 


.75 


PROCESSOR 


1 


07/0 1/S5 


11 


.75 


PROCESSOR 


1 


o-a/2:^. 


'85 


1 1 


. "3 


PROCESSOR 


1 


09/18, 




1 1 


.73 


PROCESSOR 


1 


09/15 


'S5 


1 1 




PROOFPEACE 


R 






I : 




FFDCESSOF 




Or. : z 




i 




r-oc'FrEAir 




'!' L 


r? 






F~''}CF'^^'i"'''- 












F = 0!:."^:"E; I'E 












TITLE 








r 




PFCCrr^E.'-C'EI 










3' 










y 


e?A, 



t 



UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 4, EXERCISE 3, STEP 4 



R5cc.rd# riUflBER NAtlE 

1 77387 PLAYER, LINDA 

2 29987 BEACH, JERILVN 

3 393S7 CROSS, JANA 
^ 76^55 RUSTON,' niKE 

5 4583^ SIMS, MONICA 

6 98879 SI PES, DONNA 

7 87^:54 THOMASSON, JAMIE 
a 87379 TRENT, MICHAEL 

9 98277 ZANER, LAURA 

10 77387 ABBOT, LI LA 

11 98837 KRAMER, PHYSSIS 

12 38883 LEMONS, DEBORAH 

13 39389 MIDDLETSON, JOAN 
m 98399 MITCHELL, RHONDA 

15 87837 SinSON, KALA 

16 58909 THOMPSON, IJ ILL I AM 

17 27270 ADURHOLD, MiH 
IS 38390 BREMER, JAN IE 

19 38388 HOLDEN, WANDA 

20 9^837 LANDON, REBECCA 
Press any key to continue... 
Record* NUMBER NAME 

21 3^^5S SINGH, GEORGIA 

22 63636 COPELAND, MARY 



TITLE 
MAfJAGER 
PROCESSOR 1 
PROCESSOR 1 
PROCESSOR 1 
PROCESSOR 1 
PROCESSOR 1 
PROCESSOR 1 
PROCESSOR 1 
PROCESSOR 1 
PROCESSOR 2 
PROCESSOR 2 
PROCESSOR 2 
PROCESSOR 2 
PROCESSOR 2 
PROCESSOR 2 
PROCESSOR 2 
PROOFREADER 
PROOFREADER 
PROOFREADER 
PROOFREADER 

TITLE 

PROOFREADER 
SECRETARY 



DATE 

07/01/85 
07/01/85 
08/22/35 
03/ 15/ 85 
09/13/85 
03/15/85 
06/16/86 
12/01/85 
07/01/85 
10/21/85 
11/11/35 
07/01/86 
06/11/85 
07/01/86 
08/26/35 
01/22/86 
09/09/85 
09/20/86 
07/01/86 
09/06/85 

DATE 

09/12/86 
07/29/8^ 7 



PAY 
21 .25 
12.00 
11 .75 
1 1 . 60 
11 .75 
11 .75 
10.00 
12.00 
11 .75 
12.75 
1 3 . 00 
13.75 
1-^.00 
13.50 
13.75 
12.25 
B . 50 
10.00 
9.50 
9.50 

FAY 
9 . 00 
.50 
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UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 5, EXERCISE 2 



Page No. 
01/01/80 



EriPLOYEE 
NAflE 



ADURHOLD, ANN 
COPELAND, MARY 
THOMPSON, WILLIAM 
THOriASSON, JAMIE 
BREMER, JANIc 
MIDDLETSON, JOAN 
RUSTON, MIKE 
SI PES, DONNA 
2ANER, LAURA 
PLAYER, LINDA 
MITCHELL, RHONDA 
HOLDEN, WANDA 
LEMONS, DEBORAH 
CROSS, JANA 
PEACH, JERILYN 
SINGH, GEORGIrJ . 
ABBOT, LI LA 
KRAMER, PHYSSIS 
TRENT, MICHAEL 
SIMS, MONICA 
•SIMSON, KALA 
LANDGN, REBECCA 
Tcta] !'!f+: 



IfJFORMATIQN PROCESSING PAYROLL 
TITLE 



PAY 



PROOFREADER 
SECRETARY 
PROCESSOR a 
PROCESSOR 1 
PROOFREADER 
PROCESSOR a 
PROCESSOR 1 
PROCESSOR 1 
PROCESSOR 1 
MANAGER 
PROCESSOR a 
PROOFREADER 
PROCESSOR a 
PROCESSOR 1 
PROCESSOR 1 
PROOFREADER 
PROCESSOR a 
PROCESSOR a 
PROCESSOR 1 
PROCESSOR 1 
PROCESSOR a 
PRODFRSADSR 



IJEEt'LV 



RATE 


Pr,r 


a . 5(:) 


3"^ 0.00 


7.50 


300 . 00 


12.35 


490.00 


1 0 . 00 


400 . 00 


10.00 


400.00 


1^.00 


560 . 00 


1 1 . 60 


464 . 00 


11 .75 


470.00 


11 .75 


470.00 


21 .25 


830 . 00 


13.50 


540.00 


9.50 


390 . 00 


13.75 


550 . 00 


11 .75 


470 .00 


12.00 


480.00 


9 . 00 


36f:) . 00 


ia.75 


510.00 


1 3 . 00 


520 . 00 


12.00 


480 . 00 


1 t .75 


470 .00 


13.75 


550 . 00 


'? . 5''^ 


3<5< ;' . 00 
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UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 5, EXERCISE 3- STEP 2 



SAVE,, ? 



PEST COPY AVAILABLE 
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UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 5, EXERCISE 3, STEP 5 



3«S» ,Mo. 



PLAYER, LINDA 
*« Subtotal ♦» 



** PROCESSOR i 
SSflCH, JSRILYN 
CROSS, JCiMfi 
RUSTO,\, i^^IKS 
SIMS, «»!ONICfl 
SI PES, DONNfl 
THOI»!ftSSON, JAMIE 
TRENT, MICHAEL 
Zi;NER, LAURA 

*♦ Subtotal ♦» 



** PROCESSOR 2 
ABBOT, LI LA 
KRAMER,' OHYSSIS 
LS^'!0\S, DEBORAH 
^.TDD,z7SC>--, .■GA\' 
•^ITOEL-, .RHONDA 
SI>5SG.N, XALA 
THOMPSON, WILLIAM 

»* Subtotal ♦# 



PROOFREADER 
ADURHOLD, ANN 
BREMER, JAMIE 
HOLDEN, WANDA 
-P^DG.V, 9EPSCCA 
Sliv'S'-', GEC=R5:A 



iVANAQER 



O'^OCESSC?? : 
='?CCES3D'R r. 
PROCESSOR .1 
^f^CCSSSOR : 
PROCESSOR i 
PROCESSOR i 
PROCESSOR 1 
PROCESSOR : 



PROOFREADER 
PROOFREADER 
PROOFRSPDHR 
PRCC=RrADHR 
5=?0C.-RHPDrR 



353. 



::. 73 
il. 75 

:s. CO 

11. 75 



PROCESSOR 


2 


IS. 


75 


PROCESSOR 




13. 


50 


PROCESSOR 




13. 


75 


3RCCSSSC-R 


S 






PROCESSOR 


ha 


13. 


w t. 


PROCESSOR 


a 


13. 


75 


PROCESSOR 


2 


12. 


25 



a. 5'2 

121. 30 
■3. 53 



AS?. 'cS 

3721^. 



510.03 
520.. 2 :> 

IS,--, 
sst. 

490. (3(3 
372e. '3-? 



3 A '3. -30 



BEST..CQP.Y AVAILABLE 
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•J ; 



PRINTER SPACING CHART 




200 
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UNIT l! DATABASE MANAGEMENT 
KEY 

LESSON 5, EXERCISE 5, STEP 1 



•25/15/87 

.\r^v:. 



6387 SWITM, XftY 
3773 JO.NiES, uSfi is 
1010 MITCHELL, JIM 'p 
1327 SIMS, JflN 

£337 LftSSITSR, JflNST vjg 

3746 Sfl.\rcs. :..TZ 

9773 LVW, CrtSRIE 

7336 JCH\.SD."»!, ri-y;: 

5833 LOOPSS, JflMSS ip 

2773 HILL, PNNNA "3 

2873 DERRICK, JftNICS 

e-?77 SMITH, K«E 

1787 JONES, WANDfl 
2987 NORTH, RENDP i*;s 
3736 TRENT, KIMBSRLY LS 
2978 THOMAS, BETTY uQ 
2987 CROWLEY, '^JUNE IP 
9837 DAVIS, LflNfl 
6375 CCRWINi, flwv 
7S35 r^^fivCISCD. 

vli-;? r.'Cz. J3^tV 



LS 
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UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 5, EXERCISE 5, STEP 2 



Pace Nc. ?. 

STUDENT GPP 9Y Nfli^'H 



STwDSNT 
















CQRWINi, AMY 


■ e 






CROWLEY, JUNE 


I ^ 






DAVIS, LANA 


I p 


\« • 


7^ 


DERRICK, JANICE 




1^ 
w« 




PRANCISCQ, BETH 


LS 


A 




HILL, ANNNA 


I o 






HODGE, MOLLY 




A. 




JOHNSON, MI!**: 


.vtS 


^ 


5« 


JONES, LEA 


£3 


2. 


7.1 


JONES, WANDA 


LS 


3. 


■35 


LASS ITER, JANET 


MS 


3. 


15 


LOOPER, JAMES 


IP 




at? 


LYNN, CARRIE 


MS 


s. 


77 


MITCHELL, JIM 


IP 


3. 


25 


NORTH, RENDA - - 


MS 


3. 


£5 


RICE, JERRY - 


LS 


^ 


75 


SANTOS, LIZ i- 


IP 


3. 


95 


SIMS, JAN Tr 


MS 


3. 


15 


SMITH, KAE 


ES 


3. 


'31 


SMITH, KAY 


IP 


3, 


53 
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UNIT Is DATABASE MANAGEMENT 
KEY 

LESSON 5, EXERCISE 5/ STEP 3 



Paea No. i 
05/19/37 

STUDENT SPO PY :vpjcq 
GPQ IN PSC=\Dl.Vf? '3'^D'=^. 

■ STUDSNT .VAJO.^ QPQ 



JONSS, LEA 
SMITH, KflE 

IP 

CROWLEY, JUNE 
DERRICK, JANICE 
MITCHELL, JIM 
HILL, ANNNA 
SMITH, KAY 
LOOPSR, JA(*»ES 
SANTOS, LIZ 

LS 

CORN IN, AMY 
TRENT, KIWBERLY 
THOMAS, BETTY 
RICS, JERRY 
JONES, WANOA 
FRANCISCO, BEXH 

MS 

LYNN, CARRIE 
3I>tS, JAN 

^0^"-. ^£.\DA 
JC.-.>JSbN, vj.*iT 
^-CDGS, MOLLY 



ES £.7!* 
=S 3. 01 



IP S.75 

IP S.90 

IP 2.95 

IP 3.25 

IP 3. 50 

IP 3. 53 

IP 3. 30 



ZP 


3. 95 


LS 


2.50 


i_S 


2. 90 


LS 


3.75 


LS 


3. 75 


LS 


3. 95 


LS 


4.00 


trs 


2. 77 


r.3 


.1. 15 




3. .'.'5 




-> * :i 


y-S 


3. 5-? 




A, 30 



204 



n 



UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 6, EXERCISE 1, STEP 3 (APPEND EXERCISE) 



V 




NU>'BSR 


< 




6987 


w 1 r^^ AM Y 




£ 


8773 






3 


1010 




«. 


4 


1327 


SIMS. JftW 




5 


28S7 




i 


6 


8746 


SANTOS.' » 17 


7 


9773 


LYNN, CARRl^ 


•> 


S 


7836 


JOHNSON, MI MI 


; 


9 


9833 


LCOPSR,. JAMSS 




10 


2773 


HILL, PNNNA 


v' 


11 


2873 


DERRICK, JANICE 




12 


8377 


SMITH, KAE 




13 


1787 


JONES, WANDA 




14 


2987 


NORTH, RENDA 




IS 


8736 


TRENT, KIWBERLY 




16 


2978 


THOMAS, BETTY 




.^7 


2987 


CROWLEY, JUNE 




la 


9837 


DAVIS, LANA 




19 


S37S 


CQRWIN, AMY 


». 


20 


7656 


FRANCISCO, BETH 




^ress any k«y to continue... 


1^ 


-record?* 




NP'^E 




21 


6450 


HODGE, MOLLY 


c 


22 


5867 


RICE, JERRY 




' 2:5 


8989- 


HANLEY, MEG 




24 


7823 


BROWN, MARJORIE ' 




25 


S902 


SPALDING, JENNIFER 




26 


9229 


NIXON, ANA 




27 


2020 


RANDALL, SARAH 



M M mm «w 

Dfl, r 




R 5»Q 




^I/* 3/S5 




3. 53 


• • 




re 


2. 71 






I ? 


3.23 


• * • 


01/is/as 


.'y'S 


3. 15 




2^1/15/85 


PIS 


3. :s 




01/05/86 


IP 


3. 95 


• ( • 


01/13/34 


ms 


2. 77 




06/02/85 


f*!S 


3. S0 




08/21/86 


10 


3. 30 


• • 


08/21/86 


IP 


3. 50 


. T. 


06/21/86 


13 


2. 93 


.T. 


«<o/0S/8S 


^ /us 

cS 


3. 01 


* • 


08/21 /8S 


LS 


3. 95 




01/l«^/84 


MS 


3, 25 




/Tic Jty* J A A 


LS 


2. 90 


• 


%io/t< I /o4 


LS 


3. 75 




•CO/ c I /oo 


T n 


9'? 


T 
• • 


ea/2i/£,3 


: 3 


2. 75 


• • 


01/15/86 


LS 


2. 50 




01/15/86 


LS 


A. 00 


• > * 


DATE 






2.\?? 


06/02/85 


..-VIS 


4. Z!? 


. T. 


06/02/85 


US 


3. 75 


. T. 


06/02/85 


IP 


3. 85 


.F. 


01V 13/84 


LS 


2. 78 


.T. 


04/15/86 


MS 


3. 50 


.T. . 


0ff/21/86 


IP 


3. 25 


. T. 


0ff/21/86 


IP 


3. 80 


. T. 
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UNIT I; DATABASE MANAGEMENT 
KEY 

LESSON 6, EXERCISE 2, STEP 3 (ON PAGE 6) 



I 



3 



: 27270 flDU^HOLD, fltvirj 
2 63S35 COPELAND, MflRY 
58309 TSCMPSON, WILLIAM 
8765A THO.VASSON, JP»i»Jlff 
5 33390 BRHJKSR, JP.\: = 
• S 39389 MIDDLSTSON, JOAN 

7 7S455 RUSTON, {*»IKE 

8 98S7S SI PES, DONNA 
S 98277 ZANER, LAURA 

1« r73S7 PLAYER, LINDA 
*1 98399 MITCHELL, RHONDA 
^8388 HOLDEN, WANDA 

13 lS28i JONES, RAY 

14 38883 L£>»ONS, D^BO^AH 

15 39387 CROSS, JANA 

IS 29987 BEACH, JERILYN 
i7 344S2 SINGH, GEORQIA 
la 77387 ABBOT, LILA 
19 98837 KRAMER, PHYSSIS 
£0 87379 TRENT, MICHAEL 

'^9%% any k«y to continu*... 

^«cord# NUMBER NAME 

21 43834 SIMS, MONICA 

22 87837 SIMSON, KALA 

23 93837 LANDON, REBECCA 



r T y i_ ^ 

PRCC.'^=riPDI^ 

SSCRETPRY 
PROCcSSO^ £ 
PROCESSO-R 1 

='90CSSSC^ -2 
PROCESSOR 2 
PROCESSOR 1 
3R0CSSS0R 1 
MANAGER 
PROCESSOR 2 
PROOFREADER 
OROOPREADSR 
PROCESSOR 2 
OROCcSSOR : 
PROCESSOR i 
PROOFREADER 
PROCESSOR 2 
PROCESSOR 2 
PROCESSOR 1 

lifLS 

PROCESSOR 1 
PROCESSOR 2 
PROOFREADER 



•? './Si/as 
es/is/ss 
'<>9/2-?/es 

•?S/ J 1/35 
03/15/85 
03/15/85 
07/01/35 
07/01/35 
07/01 /as 
07/01/86 
03/25/37 
07/01/3S 

a'a/22/e5 

07/01/35 
09/12/86 
10/21/85 
11/11/85 
12/01/85 



3. 2!3 

13. 33 
:0. 73 
•0. 7Z 

14. 33 
12.41 
12.34 

12. S7 
22. 74 
14. 43 

13. 17 
9.36 

* A * 

12. 57 

12. 34 
9.63 

13. 54 
13.9:. 
12.34 



DATE PQY 
09/i8/8ri i2. 57 
08/26/85 14.71 
09/06/85 10. 17 
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UNIT Is DATABASE MANAGEMENT 
KEY 

LESSON 6, EXERCISE 2, STEP 12 



.^ecord# 


NUMBe.9 














27270 


ADURHCLD, ANN 


PROOFR£AD£R 




3. 5 


a 


63636 


COPELANb', MARY 


SECRETARY 




S7/29/84 


7. J 


3 


58909 


THOMPSON, WILLIAM 


OROCESSOR 


2 


Zi.;/22/eS 


to ti 


4 


67654 


THOMASSON, JAMIE 


prccESSOR 


4 


0S/1S/3S 




S 


36390 


BREMER, JAN IE 


OROCi^READHR 


09/20/36 


10. i 


& 


39389 


MIDDLETSON, JOAN 


PROCESSOR 


2 


06/11/35 


:A. i 


7 


7645S 


RUSTON, MIKE 


PROCESSOR 


2 


08/15/35 


^ M • c 


• 8 


98678 


SI PES, DONNA 


PROCESSOR 


1 


08/15/85 




9 


98277 


ZANER, LAURA 


PROCESSOR 


1 


07/01/35 


11.7 




77387 


PLAYER, LINDA 


MANAGER 




07/01/35 


21.2 


11 


96399 


MITCHELL, RHONDA 


PROCESSOR 


2 


07/01/36 


13.2 


12 


36388 


HOLDEN, WANDA 


PROOFREADER 


07/01/36 


9.2 


13 


16261 


JONES, RAY 


PRCCFREADSR 


03/25/37 


3.7 


14 


36633 


LxfvONS, DEBORAH 


DROCSSSCR 


2 


•27/ sr./ 36 


13.7 


15 


39337 


CROSS, JANA 


ORCCHSSOR 


• 


S3/22/3i3 


::.7 


IS 


29987 


BEACH, JSRILYN 


PROCESSOR 


i 


07/01/35 


12.2 


17 


34452 


SINGH, GEORGIA 


PROOFREADER 


09/12/36 


9.C 


13 


77387 


ABBOT, LI LA 


PROCESSOR 


2 


10/21/35 


12.7 


19 


96637 


KRAMER, PHYSSIS 


DROCESSOR 


2 


11/1.V85 


13. «2 


20 


87379 


TRENT, MICHAEL 


PROCESSOR 


1 


12/01/35 


12.2 


=>res» any key to continue... 










.9ecord# 


NUMBER 


NAME 


TrrLE 




DATE 


PC 


21 


45634 


SIMS, MONICA 


PROCESSOR 


1 


09/18/35 


11.7 


22 


87837 


SIMSON, KALA 


PROCESSOR 


2 


08/26/35 


13.7 


r 23 


93837 


LANDON, REBECCA 


PROOFREADER 


09/06/35 


9.5 
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UNIT I: DATABASE MANAGEMENT 
KEY 

LESSON 1, EXERCISE 1 



-yr.r Claridy 



iv2::c Tx 7S7:'3 



W.^b0 TX 76737 
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BEST COPr AVAILABLE 



UNir I TEST 
DATABASE MANAGEMENT 

1, Create the -following database. Name it Customer, 

Create fields for last name, first name, city, state, 
'^^Pn amount, and member, 

D^Amico, Juan, Miami, FL, 12562, 12.00, Y 

Walton, Jana, Arlington, VA, 28877, 73,00, Y 

Ghorbani, Resa, Chicago, IL, 60723, 250,00, N 

Bhorbani, Mari, Chicago, IL, 60723, 325,00, Y 

Ackers, Douglas, Dallas, TX, 77021, 35,00, N 

Adams, Jeffrey, San Diego, CA, 94307, 15,00, N 

Davis, Mary, Dallas, TX^ 77022, 75,00, Y 

Rejcek, Larry, Bloomington, IL, 61701, 150,00, Y 

Pol land, Raymond, San Antonio, TX 78009, 230.00, N 

Sanchez, Frank, San Antonio, TX, 78009, 250,00, Y 

2, Create and store the following files. Use the file 
names given. Print each, 

by Last Name UM 
by City City 
by amount, descending Amount 

3, Print a report to include last name, first name, city, 
state, and amount. Subtotal the amount after each 
city. Name the report City, Use the title Amount by 
City. 

4, Display and print a list customers who are not 
members. 

5, Produce labels for each customer. On the first 
line include the name in normal order; on the second 
line include the city, state, and zip. Name the labels 
customer. 

6, Copy the customer file to a new file named Cust2, 
Add the following records to Cust2, 

Johnson, Olli, San Antonio, TX, 78009, 236,00, Y 
Smith, Alan, Dallas, TX, 77021, 432,00, Y 

7, Change the amount for Reza Ghorbani to 350.00. 

8, Change all amounts to to 27. more than that shown, 

9, Print a new list in order by last name, 
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^1 UNIT r TEST 



3: c'j'Stomer . ab f 



Bytes remcMnmg: 3943 
Fields defined: 7 







-field name 


type 


width dec 


f 


I 


LAST 


Char/text 


15 


i 


2 


FIRST 


Char/text 


10 




3 


CITY 


Char /text 


12 




4 


STATE 


Char /text 






5 


ZIP 


Char/text 


5 




6 


AMOUNT 


Numer x c 


7 2 




7 


MEMBER 


Logical 


1 


^ 


8 




Char /text 





field name type 



width dec 



Na<nes start with a letter; the remainder may be letter., digits, or underscore 



The student is not asked to print this screen, but the 
structure of the db should be similar to this. The spaces 
allowed for each field may vary. 



# 2 on UNIT I TEST. 



BY LAST NAME: 



j^ecord* LAST 

1 ACKERS 

2 ADAMS 

3 D'AMICO 

4 DAVIS 

5 SHORBANI 

6 SHORBANI 

7 POLLAND 

8 REJCEK 

9 SANCHEZ 
10 WALTON 



FIRST 

DOUSLAS 

JEFFREY 

JUAN 

MARY 

REZA 

MAR I 

RAYMOND 

LARRY 

FRANK 

JANA 



CITY 

DALLAS 

SAN DIE60 

MIAMI 

DALLAS 

CHICASO 

CHICASO 

SAN ANTONIO 

BLOOM INS TON 

SAN ANTONIO 

ARLINSTON 



STATE ZIP 



TX 

CA 

FL 

TX 

IL 

XL 

TX 

IL 

TX 

VA 



77021 

94307 

12562 

77022 

60723 

60723 

78009 

61701 

78009 

28877 



AMOUNT MEMBER 
35.00 .F. 



15.00 
12.00 
75.00 
250.00 
325.00 
230. 00 
150.00 
250.00 
75.00 



.F. 
.T. 
.T. 
.F. 
.T. 
.F. 
.T. 
.T. 
.T. 



BY CITY: 



Record* LAST 

1 WALTON 

2 REJCEK 

3 SHORBANI 

4 SHORBANI 

5 ACKERS 

6 DAVIS 

7 D'AMICO 

8 POLLAND 

9 SANCHEZ 
10 ADAMS 



FIRST 

JANA 

LARRY 

REZA 

MAR I 

DOUSLAS 

MARY 

JUAN 

RAYMOND 

FRANK 

JEFFREY 



CITY 

ARLINSTON 

BLOOMINSTON 

CHICASO 

CHICASO 

DALLAS 

DALLAS 

MIAMI 

SAN ANTONIO 
SAN ANTONIO 
SAN DIESO 



STATE ZIP 
VA 28877 



IL 
IL 
IL 
TX 
TX 
FL 
TX 
TX 
CA 



61701 
60723 
60723 
77021 
77022 
12562 
78009 
78009 
94307 



AMOUNT MEMBER 

75.00 .T. 
150.00 .T. 
250.00 .F. 
325.00 .T. 

35.00 .F. 

75.00 .T. 

12.00 . r. 
230.00 .F. 
250.00 .T, 

15.00 .F. 



Record ♦> 


LAST 


1 


SHORBANI 


2 


SANCHEZ 


3 


SHORBANI 


4 


POLLAND 


3 


REJCEK 


6 


WALTON 


7 


DAVIS 


8 


ACKERS 


9 


ADAMS 


10 


D'AMICO 



BY AMOUNT/DESCENDING! 



FIRST 

MAR I 

FRANK 

REZA 

RAYMOND 

LARRY 

JANA 

MARY 

DOUSLAS 

JEFFREY 

JUAN 



CITY 

CHICASO 

SAN ANTONIO 

CHICASO 

SAN ANTONIO 

BLOOMINSTON 

ARLINSTON 

DALLAS 

DALLAS 

SAN DIEOO 

MIAMI 



STATE ZIP 

IL 60723 

TX 78009 

IL 60723 

TX 78009 

IL 61701 

VA 28877 

TX 77022 

TX 77021 

CA 94307 

FL 12562 



AMOUNT MEMBER 
325.00 .T. 
250.00 .T. 
250.00 .F. 
230.00 .F. 
150.00 .T. 

75.00 .T. 

75.00 .T. 

35.00 .F. 

15.00 .F. 

12.00 .T. 
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#3 UNIT I TEST: The Student's solution should be similar to this, 



Page No. 
01/01/80 



LAST 
NAME 



AMOUNT BY CITY 

FIRST CITY 
NAME 



3T AMOUNT 



** ARLINGTON 

WALTON 
** Subtotal ** 



J ANA 



** BLOOMINGTON 

REJCEK LARRY 
** Subtotal «« 



** CHICAGO 

GHORBANI 

GHORBANI 
«* Subtotal *« 



** DALLAS 

ACKERS 

DAVIS 
** Subtotal ** 



REZA 
MAR I 



DOUGLAS 
MARY 



** MIAMI 

D' AM I CO JUAN 
«« Subtotal «» 



** SAN ANTONIO 
POLLAND RAYMOND 
SANCHEZ FRANK 

** Subtotal $* 



** SAN DIEGO 

ADAMS JEFFREY 
** Subtotal *» 



**« Total ««« 



ARLINGTON 



VA 75.00 
75.00 



BLOOMINGTON IL 150.00 

150.00 



CHICAGO 
CHICAGO 



IL 250.00 
IL 325.00 

575. 00 



DALLAS 
DALLAS 



TX 
TX 



35.00 
75.00 

110.00 



MIAMI 



FL 12.00 
12.00 



SAN ANTONIO TX 230.00 
SAN ANTONIO TX 250.00 

480.00 



SAN DIEGO CA 15.00 

15.00 
1417.00 
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# 3 on UNIT I TEST 



Structure of iiin B:CITY.dbf 



LAST 
FIRST 
-I TV 
STATE 



C 
C 
C 
C 



15 
10 
12 
2 



ZIP 

AMOUNT 
HEMBER 



C 
N 
L 



7 
1 



AMOUNT BY CITY 



Pag* heading I 



ao 



Page width <# chare): gg 
Left margin <# chare) i 15 
Right margin <# chare) 1 14 
# linee/pagei 

Double epace report? <Y/N) t 



N" 



The student is not asked to print this screen, but this will 
give you an idea of the report form needed. 



1% 
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#4 on UNIT I TEST 



Record* 

3 
5 
6 
9 



LAST 

GHORBANI 

ACKERS 

ADAMS 

POLLAND 



FIRST 

REZA 

DOUGLAS 

JEFFREY 

RAYMOND 



CITY 
CHICAGO 
DALLAS 
SAN DIEGO 
SAN ANTONIO 



STATE ZIP 
IL 60723 
TX 77021 
CA 94307 
TX 7S009 



AMOUNT MEMBER 
250.00 .F. 

33.00 .F. 

15,00 .F. 
230.00 .F. 



# 5 on UNIT I TEST 



JUAN D'AMICO 
MIAMI FL 12562 



4 
4 



J ANA WALTON 
ARLINGTON VA 28877 



REZA GHORBANI 
CHICAGO XL 60723 



MAR I GHORBANI 
CHICAGO XL 60723 



DOUGLAS ACKERS 
DALLAS TX 77021 



JEFFREY A0AH8 

SAN DIEGO CA 94307 



\ 

MARY DAVIS 
DALLAS TX 77022 




LARRY mtJCEX 
BLCXSniNGTON IL 61701 



Rr^YMOND POLLAND 

SAN ANTONIO TX 78009 



FRANK SANCI^Z 

SAN ANTONIO TX 78009 
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# 9 on UNIT I TEST: Check this for completion of steps 
6-8. 



R«cord« LAST 
1 

2 
3 
4 
5 
6 
7 



ACKERS 
ADAMS 
D'AMICO 
DAVIS 
GHaRBANZ 
GHORBANI 

8 JOHNSON 

9 POLLAND 

10 REJCEK 

1 1 SANCHEZ 

12 SMITH 

13 WALTON 



FIRST 


CITY 


STATE 


ZIP 


AMOUNT 


MEW 


DOUGLAS 








0.00 


.F. 


DALLAS 


TX 


77021 


33.70 


.F. 


JEFFREY 


SAN DIEGO 


CA 


94307 


15.30 


.F. 


JUAN 


MIAMI 


FL 


12562 


12.24 


.T. 


MARY 


DALLAS 


TX 


77022 


76.30 


.,T. 


MAR I 


CHICAGO 


IL 


60723 


331. SO 


.T. 


REZA 


CHICAGO 


IL 


60723 


357.00 


.F. 


OLLI 


SAN ANTONIO 


TX 


78009 


240.72 


.T. 


RAYMOND 


SAN ANTONIO 


TX 


78009 


234.60 


.F. 


LARRY 


BLOOMINGTON 


' 1 


61701 


153.00 


.T. 


FRANK 


SAN ANTONIO 


TX 


78009 


255c 00 


.T. 


ALAN 


DALLAS 


TX 


77021 


440.64 


.T. 


JANA 


ARLINGTON 


VA 


28877 


76.50 


.T. 
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ONIT II 
BLECTRONIC SPRBADSHBETS 
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OPT 2401: internediate Information Processing 



INSTRUCTOR'S GUIDE 
Unit 2 



Unit Title ; Electronic Spreadsheets 

Contents of Unit ; 

1. Concepts & Terms 

2. Functions & Commands 

a. Creating the Spreadsheet 

b. Editing the Spreadsheet 

e. Combining Spreadsheets 

f. Copying Spreadsheets 
e. Producing Graphs 

3. Simulation 

Unit Objectives; Upon completion of this unit, the student will 

be able to; 

1. Key data into an electronic spreadsheet. 

2. Create an electronic spreadsheet. 

3. Enter formulas into an electronic spreadsheet. 

4. Retrieve an electronic spreadsheet file. 
Copy an electronic spreadsheet file. 

6. Edit and combine electronic spreadsheet files. 

7. Create, print, and edit graphs using an electronic 
spreadsheet. 

8. Exhibit a professional attitude in completing assigned 

9. Exhibit independence in comprehending and applying 
written instructions given in software documentation and 
assigned tasks. 

Equipment and Materials Required ; 

1. Lotus 1-2-3 textbooks and software 

2. Lab handouts for each lesson 

Procedures ; 

1. See the Student's Lab Guides for Unit 2 for instructions 
concerning individual learning activities. 

2. Demonstrations by the instructor when necessary. 
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IHTERHEDIATE INFORMATION PROCESSING 
Instructor's Guide 
Unit 2 



PAGE 2 



Learning Activities ; 

1. Students are to complete learning activities for Lessons 
1-10. Keys to learning activities can be found in the 
Teacher's Manual which accompanies the spreadsheet 
texts . 



Evaluation ; 

1. Progress Test 1 (Unit 2 - Objective) 

2. Unit 2 Applications Test 

3. Tests and keys may be found after keys to the learning 
activities for this unit. 
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S f^ .a fc 0 s r 5 



m. 

u 



PfT7 



UK 



t t 
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£1 



UJ 

2 



0 



m 



I 



Q I T\a\s\ 



4 
0 
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UNIT II: ELECTRONIC SPREADSHEET 
KEY 

LESSON 2, EXERCISE 1 



CATEGORIES JANUARV car.^,,^r-., ^ E 

JANUARY FEDRUARY MARCH TOT EX /ITEM 

BEG INN INS BALANCE 



EXPENDITURES 



6 SUPPLIES 

7 MAINTENANCE 
3 LEASE 

9 MAINTEN. CONTRACTS 
!'"> 

11 

12 TOTAL EXP. /MO. 

13 

14 

13 

16 

17 

18 

19 

20 
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.•«3 
■i 



UNIT II: ELECTRONIC SPREADSHEET 

KEY 

LESSON 2, EXERCISE 2 



A14: 



1 


CATEGORIES 


2 






BEGINNING BALANCE 


4 




S 


EXPENDITURES 


h 


SUPPLIES 


7 


MAINTENANCE 


B 


LEASE 


9 


MAINTEN. CONTRACTS 


10 




11 




12 


TOTAL EXP. /MO. 


13 




14 




15 




16 




17 




18 




19 




20 





B 

JANUARY 
•118,000.00 



t 1,500. 75 
«600c 75 
•8,333.33 
500.00 



c 

FEBRUARY 



tl,625.80 
t235.70 
•8, 333. 33 
«2, 187.80 



0 

MARCH 



*1,495.6U 
»/81.2l 
«8,333.33 
«4,687. 11 



rOT EX /ITEM 
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UNIT II: ELECTRONIC SPREADSHEET 

KEY 

LESSON 2, EXERCISE 3 



6 

7 

8 

9 

10 

11 

12 

13 

14 

XS 

16 

17 

IS 

19 

20 



CATEGORIES 

BEGINNING B^^LANCE 

EXPENDITURES 
SUPPLIES 
MAINTENANCE 
LEASE 

MAINTEN. CONTRACTS 
TOTAL EXP. /MO. 



JANUARY 



C 

FEBRUARY 



D 

MARCH 



«118i,000.00 *l64,065.17 «91, 632.34 



$1,500.75 
»600.75 

«3,SO0.00 



*1,625.30 
$235, 90 

*2, 187.80 



*1, 495.60 
«7ai.21 
$3,333.33 
$4,687. 11 



TOT EX/ ITEM 



$4,622.15 
$1,617.36 
$24, 999.99 
$10, 374.91 



•13,934.83 $12,382.33 $15,297.25 
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UNIT II: ELECTRONIC SPREADSHEET 

KEY 

LESSON 2, EXERCISE 4 



INFORMATION PROCESSING BUDGET 



I: CATEGORIES 

BEGINNING BALANCE 

EXPENDITURES 
SUPPLIES 
MAINTENANCE 
LEASE 

MAINTEN. CONTRACTS 



JANUARY 



FEBRUARY 



MARCH 



TOT EX/ ITEM 



♦118,000.00 «104,06S.17 $91,682.34 



$1,500.75 $1,625.80 

$600.75 $235.90 

$8 , 333 . 33 $8 , 333 . 33 

$3,500.00 $2,187.80 



$1,495.60 $4,622.15 

$781.21 $1,617.86 

$8,333.33 $24,999.99 

$4,687.11 $10,374.91 



TOTAL EXP. /MO. 



$13,934.83 $12,382.83 $15,297.23 



UNIT II: ELECTRONIC SPREADSHEET 

KEY 
LESSON 10 

THIS WORKSHEET IS ON DISK AS GRAPHWS: STUDENTS WILL COPY IT 
TO THEIR DISKS FOR AN EXERCISE. 



WORKSHEET FOR GRAPH EXAMPLES 



e«p»nses • " "^'^ "-"^^^ '^UNE 

Material 30000 26000 21000 36000 3400O 4lor,o 

Labor 22000 24000 18000 27000 2300O 23or,o 

Supplies 4000 3500 4500 3000 z^aa ?w 

G?<A 23000 23000 26000 24. .00 -4000 -^50 0 

Total 79000 76500 69500 90000 84^00 ^^OOO 
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UNIT II: ELECTRONIC SPREADSHEET 

KEY 
LESSON 10 



wiL"^?^^"^^'^ ^2 °N DISK AN XYGRAPII: 



STUDENTS WILL COPY IT FOR AN 



MONTH 
DEC 
FEB 
OCT 
MAY 
JAN 
SEP 
NOV 
APR 
AUG 
J UN 
MAR 
JUL 



COST OF LABOR 
18", 000 
19,000 
21,000 
22,000 
24,000 
24,000 
25,000 
26,000 
28,000 
29,000 
30,000 
33,000 



EXAMPLE FOR XY GRAPH 



SHIPMENTS 

60,000 
55, 000 
70,000 
70,000 
80, 000 
80,000 
80,000 
75,000 
95,000 
90, 000. 
95, 000 
90, 000 
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PROGRESS TEST 1 
Graph Commands and PrintGraph Commands 

LotSsT2-3^°''^^® ^^""^ °^ ^""^P^^ available on 

6-27. Match the following commands with their 

2hf ^^^^^ the command in 

the space provided. 



a. grid b. 

e- type f. 

i. options j. 

m . b&w n 



scale 


c. 


create 


d. 


save 


g- 


view 


h. 


format 


k. 


titles 


1. 


quit 


o. 


color 


P- 




r. 


B 


s. 


select 


V. 


X 





xabcdef 
legenc 
name 



Q. graph rese?- f. I." ^ l^"-!- 

t. page u. select v. x 

^Scklf barp?e')''"' ^"^^ '^^^ ''''''' 

r- :"fP®°f^f®s the range of the one to six sets of 

aata that can be represented by a graph 

8. —specifies the second set of data for bar 

stacked-bar, and line graphs ' 

cha?t'^ *° specify labels for the segments in a pie 
— erases all graph settings 



9. 



10. 



11. —displays the graph on the monitor (must have a 
graphics monitor) 

Srraph in a special file that can be 
printed with the PrintGraph program 

13. —a set of commands which select the options for 
constructing a particular graph: 

14. —adds legends that identify the patterns 
colors, or symbols used for the various sets of 
data 

15. —specifies the type of display for line and xy 
graphs •* 



16. 



—writes the titles for each axis and for the 
graph itself 
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Progress Test 1, Lesson 10 Lotus 

17, --adds horizontal and/or vertical grid lines to 

the graph *«a 

18. --offers automatic or manual setting of the scales 

Is ^L^""^^ ^^^^^ ^"p^ ^^^^ ^^^^^^^ f^^^ats fli 

the display of the scale numbers 

19. —displays the graph in several colors rather than 

patterns of a single color 

ZZti^^^^f ^""^P^ contrasting cross-hatch 

patterns in a single color 

Z«?P!°^^i®L^ °^ labels for the first data 

points of the sets of data 

22. —takes you out of the options menu 

23. —a set of commands which give a narao to a 

particular graph so that you can recall the 
specifications to display the graph again 

24. —gives a name to the current graph 

specifications 

25. —chooses the graph or graphs to be printed 

26. —starts the printer for GraphPrint job 

27. —advances the printer to the top of the next 

page 
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UNIT II 

PROGRESS TEST 1— KEY LESSON 10 

Graph Conunands and PrintGraph Conunands 

Li?u's'?.'2.1'"''' '''' 9-aphs available on 

.Srade subjectively: 

oompoSeSjl ^S^iSe'SSSfe*"* contribution of the various 

iS'^"^/? another vallaSe^SJangel' =»P°-nts of 
verlawef ""'"^ reletlonshlf between two 

A line graph. uses lines to display up to six data sets, 
description""" '°"°"i"3 <=0"»ands with their 

P?oSIded!""' °' in the space 

q. graph reset* °* S®^^'' ^^^^^ labels 

page u. select v.* x ®* ^° 



siack;rbi?'%°r °' ^"^^^ '^^^ ^^^^^^ ^a-- 



r 8. 



q 10. 
g 11. 

f 12. 



d;?r?ifi^Li''L""^^ °^ *° sets Of 

aara that can be represented by a graph 

--specifies the second set of data for- h=.-r. 
stacked-bar, and line graphs 

--used to specify labels for the segments in a pie 
—erases all graph settings 

;«ph?^s^^on*??oir"' °" - 
mnleTwJ?; ISI^Prin^lrSh'^- - be 
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Progress Test 1, Lesson 10, Lotus— Key 

— i_ 13. —a set of commands which select the options for 
constructing a particular graph: 

— h_ 14. —adds legends that identify the patterns 

colors, or symbols used for the various sets of 
data 

__±_ 15. —specifies the type of display for line and xy 
graphs 

— k_ 16. —writes the titles for each axis and for the 
graph itself 

— a_ 17. —adds horizontal and/or vertical grid lines to 
the graph 

__b_ 18. —offers automatic or manual setting of the scales 
for the axes of the graph and various formats for 
the display of the scale numbers 

_o_ 19. —displays the graph in several colors rather than 
patterns of a single color 

_in_ 20. —displays the graph in contrasting cross-hatch 
patterns in a single color 

_i_ 21. —specifies a range of labels for the first data 
points of the sets of data 

_n_ 22. —takes you out- of the options menu 

__1_ 23. —a set of commands which give a name to a 

particular graph sot that you can recall the 
specifications to display the graph again 

_c_ 24. —gives a name to the current graph 
specifications 

_ju_ 25. —chooses the graph or graphs to be printed 

_s_ 26. —starts the printer for GraphPrint job 

_t_ 27. —advances the printer tp the top of the next 
page 
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UNIT II TEST 

ELECTRONIC SPREADSHEET 
The ABC Q-ffice Supply Company needs a WEEKLV SALES AND 
COMMISSION REPORT to analyse weekly sales and to calculate 
salesmen's total earnings. 

Each salesman receives a base salary. In addition, they 
receive a 5*/. commission on net sales of «5,000 or less and 
6/. on net sales over US, 000. 

I. Create a worksheet using the following data: 

salesman Ht^s' T^^s ^^^3 l^fl.. ^^^^^^ 

S-th 2643.19 4116.90 287 00 ^^^^^^ ™ ^ARNIN 

Jones 4062.75 3863 06 35c-?? 00 

Miller 964.18 1560.88 R^' 11 ^^.OO 

Young 3436.25 2745.69 ^rMq ^00.00 

Scott 1183.49 3672 55 Hi ij fSJ-OO 

108.37 100.00 

2. Find: 
Total sales 
Net sales 

Commission earned (Enter an if statement) 
Total Earnings 

Totals for all money columns 

3. Create the following graphs: 

-bar graph illustrating cash and charge sales for each 
salesman 

-stacked bar graph illustrating cash and charge sales 

for each salesman 
-pie chart illustrating total sales for each salesman 

4. Store th« file; nama it supplies. 

5. ' Print one copy of the spreadsheet. 

6. Print one copy of each graph. 
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UNIT II TEST KEY - SPREADSHEETS 
Allow one hour for this test. 

ouppiies. The names a-f the salesme.-i ar-o Cm, i-h t "TTice 

Miller, and Scott. salesmen are Smith, Jones, 

All of the figures for the test remained the same. 
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ONIT III 
DESKTOP MAMAGEMBNT SOFTNABB 
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OPT 2401: Intermediate Information Processing 



INSTRUCTOR'S GUIDE 
Unit 3 



Unit Title ; Desktop Management Software 

Contents of Unit ; 

1. Concepts 6 Definitions i 

2. Electronic Notepad 

3. Calculator 

4. Calendar 

5. Dialer 

Unit Objectives; Upon completion of this unit, the student will { 

be able to; 

1. Define desktop management system and use a desktop 
management software package. 

2. Create notes, schedules, and a telephone directory usino 
desktop software. ^ 

3. Compute business mathematics problems using desktop 
software. *^ 

4. Exhibit a professional attitude in completing assigned 

5. Exhibit independence in comprehending and applying 
written instructions given in software documentation and 
assigned tasks. 



Equipment and Materials Required ; 

1. SideKick software 

2. Lab handouts for each lesson in this unit 



Procedures ; 

1. See the Student's Lab 
concerning individual 

2. Demonstrations by the 



Guides for unit 3 for instructions 
learning activities, 
instructor when necessary. 
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Instructor's Guide 
Unit 3 
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Learning Activities ! 
1. 



Students are to complete learning activities for this 
unit. Keys to the learning activities begin on the next 
page . 



Evaluation: 

1. Completion of lab exercises. 
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UNIT III: DESKTOP MANAGEMENT 
KEY 

EXERCISE 1 - STEP 2 



XT TASK SEI ECtiGN 



liGr 



|E,-t -£03 "A I 



10 






s C.-eate 


Doc(.im6?nt 




p Sidefiick Mam t'ta 


d 


Fl 


Help 




F2 


NotePad 


e 


F3 


Calcula tor 


f 


F^ 


caLendar 




F5 


Di aler 


g 


F6 


Asci i-babie 




F7 


Setup 


h 


E3C 


ey. i t 









i Is 



Return to DOS 



Type 11} l^btsr >-o choose ITEM; press EMTER: 
bar. Select fcy pressing 3 highhghtsd letter* a function l.ey, or J 
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UNIT III: DESKTOP MANAGEMENT 
PRINTOUT OF THE SCREEN AFTER" CRSXMNG A NOTE 



Sid*Kxck 



Version I.SIA 
IBM-PC/XT/AT/PC jr 



AST ResMrch version 1.51. 
Copyright <C) 1934,35 BORLAND Inc. 



AiMRYIT. Lin« 2 Col 16 Insart 

I am using th« notepad fMtur* of Sidekick, it is much lik* a 
word processor. 



Indent 



Fl-h#lp F2-sav« F3-n#w fiU F4-import data F9-«xpand FlO-contract Esc-ax 



> ^ -''■* 

2 ' ' 



UNIT III: DESKTOP MANAGEMENT 

Phone' directory exercise 



Version 1.51A 
IBM-PC/XT/AT/PCjr 

AST R«s«»rch version 1.51. 

Copyright (C) 1984,85 BORLAND Inc. 



Bt\PHONE.DIR Lin* 3 

Fr«d (888) 623-1234 Computer CU»n«r«, Inc. 
■'a««>rg« Fr«s«r (902) 477-1493 



Col 1 Insert 



Ind«nt 



Fl-h«lp F2-sav« F3-n«w fiU F4-import data F9-«xpand FlO-contract Esc-«xit 
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|> UNIT III: DESKTOP MANAGEMENT 

KEY 
EXERCISE 3 



ADVERTISING DOLLARS 

Iri the economic battle of product survival, very large 
sums are expanded annually to convince American consumers 
to cast their dollar votes for the continuance of certain 
goods or services. 

Companies view effective advertising as an investment 
that engenders many more dollars than those invested. In 
1974, the following five companies spent the most money for 
advertising: 

Proctor and Gambia Co. $245,186,000 

General Foods Corp. 140, 930,' 000 

Bristol-Myers Co. 121,618,000 

American Home Products Corp. 118,228 000 

General Motors Corp. 115, 256,' 000 

The total amount spent on advertising in 1974 was 
$741,218,000. 
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Py*' UNIT III: DESKTOP MANAGEMENT 

Calendar Exercise Key 



TifeTI-^^ 2^ i2§2 

rti i? y®'^'* initials 

inlnn! B"d9«t mating Conf. rm. 

1ft 5ft xxxxxxxxxxx 

X 0 1 30a xxxxxxxxxxx 

J2:00p Bu«inM« Club Lunch 

i^tsop xxxx 

01: OOP xxxx 

0 1 J 30p xxxxx 



4. 



UNIT III: DESKTOP MANAGEMENT 



. r 



-h.^ ecorcmic bc.ttle c5 c.-ducb 31:. ^ i , 1^,..., 



I' ^ 



Fl 






r:J^.-F^d 


F3 










C i w i L f 
















!j •:iC'll3r3 tha>i those iiv.citsd. I 
ccn)p..^;ii33 ~p«nt the .nost nicne/ ^or 

•nbic Co. $34*5, la^j . 3.0 

C.')-p, i>¥'>n92'2 .ceo 

I'P^-cduca Corp. U8. 35*3, 000 
^<="'P* Ii5,a56>000 



TSe totc»l ancunt spent on advertising in 197/f was 



-mo>fc, bar. Select by prassmq a hiqhliqhtu'd letter, a function k 



ScroULcck 



Thl« i0 an •xanpl^ o£ how th« scrMn will look aftar you 
aov« thm calculator in Sxarciae 3. 
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BEST COPY AVAILABLE 



:4 



UNIT III; DESKTOP MANAGEMENT 
Calendar Exercise Key, page 2 



--.--.-Mgy 27 1987 

your initials 
0S:30* Jarry MiHer, Micro. Inc. 

10: 00a Department Meeting 

10:30* xxxxxx 
04t00p Budget meeting 
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UNIT III: DESKTOP MANAGEMENT 



Calendar Exercise Key, page 3 



Mai: 30 i2S7_. 

Title your rnitials" 

10:00a work on budget 

12: OOP xxxxx 
02; OOP budget due 
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UNIT Ills DESKTOP MANAGEMENT 



Calendar Exercise Key, page 4 



Sun 

Title 
OS: 30a 
09: 30a 



^ 19S7 

yot. initials" 
Register for class 
Torn Riggs--ABC Co. 
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UNIT III: DESKTOP MANAGEMENT 
KEY 

EXERCISE 4, STEP 4 



il 



... I r 



I 



t 

I r: 
I 



.3' 1 



= I 







|r,-. 




1 ' 


a 


! s 




c 1 




1 






j 




"1 


1! 



THIS IS A PRINTOUT OP THE SCREEN AFTER SETTING THE DATE TO 

jlf Jejici..'-: . ^ ,, r-t>;..-. n)'-,r,::;nir: : .H'.i.i.-. •!.•.}••.;, |..f j - •,- .... j j. 

MAY 20, Exercisa 4, Step 4. 
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OHIT IV 
LOCAL ARBA NETWORKS 
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OFT 2401: Interaediate Information Processing 



INSTRUCTOR'S GUIDE 
Unit 4 



Unit Title ; Local Area Networks 

Contents of Unit ; 

1. Concepts & Terms 

2. Evaluating & Choosing LAN's 

unit Objectives; upon completion of this unit, the student will 

be able to; 

1. Define Local Area Network. 

2. List the two major advantages of networking 
microcomputers. 

3. Define network architecture (also referred to as 
topology) and list the most common ones. 

4. List the advantages and disadvantages of each type of 
network architecture. 

5. List and describe three common types of cables used as 
connectors for LAN's. 

6. Descrijje the differences between broadband and baseband 
networks. 

7. Describe the two ways networks keep signals from 
interfering with each other when they are being sent 
through a network. 

8. Explain network security. Define each level of security 
including password, file locking, and user rights or 
directory rights 

9. Define each of the following types of networks; servers 
print, file, gateway, and routing. 

10. Complete an evaluation of Local Area Networks using a 
database program and a comparison based on cost usinq a 
spreadsheet program. 

11. Exhibit a professional attitude in completing assigned 

CASK 8 • 

12. Exhibit independence in comprehending and applying 
written instructions given in software documentation and 
assigned tasks. 

Equipment and Materials Required ; 

1. Lotus 1-2-3 and dBase III textbooks 

2. Lab handouts for each lesson in this unit 
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INTEimEDIATE INFORMATION PROCESSING 
Instructor's Guide 
Unit 4 



PAGE 2 



Procedures : 

1. Discussion and demonstration by the instructor when 
necessary. 

2. See the Student's Lab Guides for Unit 4 for instructions 
concerning individual learning activities. 

Learning Activities ; 

1. Students are to complete all exercises for this unit. 
Keys to the objectives are attached. Keys to Exercises 
X and 2 are not provided because students' responses 
will vary. 



Evaluation ; 

1. Completion of lab exercises in mailable form. 
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UNIT IV 



LOCAL AREA NETWORKS 
STUDY QUESTIONS - KEY 



The answers for these questions were taken from MICROCOMPUTERS; 
SOFTWARE AND APPLICATIONS BY Dennis P. Curtin and Leslie R. 
Porter; Prentice Hall. However, any source that has a chapter 
devoted to LANs should contain the answers to the followinq 
questions. ^ 

1. Define local area network. 

A method of connecting computers and peripherals in a 
relatively small area, so they can communicate with each 
other and exchange data. Also called LAN's. 

List the two major advantages of networking microcomputers. 

1) The micros can share expensive peripherals like 
plotters, laser printers, and hard disk drives. 

2) They can communicate with each other and exchange 
information. 



2. 



3. Define network architecture (also referred to as topology) 
and list the most common ones. 

Network architecture refers to the layout or the arrangement 
of micros to facilitate data flow between the nodes of the 
network; it is not the physical arrangement of micros. 
All network architectures include hardware, called nodes, and 
wires or cables over which dati is sent between the nodes. 

Ring, bus, and star are the most common topologies. 

4. List the advantages and disadvantages of each type of network 
architecture. 



An advantage of the bust topology is that any node can break 
down without affecting other nodes. 

In the ring topology, each node examines and retransmits any 
signal that is not addressed to it; therefore, if one node 
breaks down the network is also down. 



NOTE: THE STUDENTS WILL FIND THE ABOVE DISADVANTAGE OF NETWORK 
IN MANY REFERENCES; THIS MATERIAL IS SOMEWHAT OUT OF DATE, SINCE 
IBM AND PROBABLY OTHERS HAVE SINCE OVERCOME THIS PROBLEM. 

Also, to insert a new node the connection between two existing 
nodes must be broken, the new node inserted and rewired to 
include the new node. 



248 



In the star topology, nodes are connected to a single 
host or central computer. When one of the micros sends 
a signal, it goes to the host first and then the host 
sends it to the node to which it is addressed, when 
the host breaks down, so does the network. 

List and describe three common types of cable used as 
connectors for LANs. 

Twisted pair wires are just like telephone wires. They 
are the least expensive way to connect computers 
because the wire is cheap and easy to install, with 
twisted pair, transmission is slow and tends to contain 
errors because the wire picks up electrical 
interference. 

Coaxial cables are layered. An inner wire is 
surrounded by an insulating material that is in turn, 
surrounded by a braded wire. Transmission is fast and 
the quality of transmission is good. 

Fiber optics— a very expensive alternative; highest 
speed and accuracy or transmission 

Describe the differences between broadband and baseband 
networks . 

Broadband networks send the signals at different 
frequencies; they can carry many signals at a time; 
they can also tranmit different types of signals. 

Baseband networks send the signals at different times 
on the network. It merges the signals, so the signals 
from two computers are sent along the network one at a 
time, separated from each other by time. 



Describe two ways networks keep signals from 
interfering with each other when they are being sent 
through a network. 

Collision Detection— None of the nodes are aware of the 
other's presence. Each node transmits data whenever it 
wishes. If no other computer is sending data, the 
message is received by the device to which it was 
addressed and acknowledgment is sent back to the 
sending node. If two computers transmit at the same 
time, however, their messages collide and neither one 
gets through. Both computers have to retransmit at a 
randomly determined time; chances are small that they 
will collide again. 
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Token Passing is a more sophisticated way to time 
signals so that they do not collide with each other A 
single encoded signal, called the token, goes around 
the network. Any node can let it pass or can grab it 
The node holding the token is the only one allowed to 
transmit data on the network. The node holding the 
token sends data addressed to another node; each of the 
other nodes looks at the message as it goes around the 
network to see if the message is addressed to it. If 
it is. it grabs the token to receive the data and puts 
the token back into circulation. All of this happens 
very rapidly. Only one signal can be sent at a time 
since only one node can grab the token at a time, thus 
eliminating collisions. 

Explain network security. Define each level of 
security including password, file locking, user rights 
or directory rights. 

Network security includes methods to prevent 
unauthorized users from getting access to use of the 
network, files and commands. Passwords permit users to 
use the network. Anyone not having a valid password 
cannot use the network. File locking allows the 
network manager to specify which files can be read, and 
which can be written to. User rights and directory 
rights determine which files can be used by which users 
and to what extent. For example, some users may have 
the right to call up a database the read data from it 
but they cannot write changes into it or delete from or 
add to it. 

Define each of the following types of network servers: 
print, file, gateway, routing. 

Print servers allow all computers on the network to use 
the same printer. 

File servers allow all computers on the network to use 
the same hard disk drive. 

Gateway servers connect two or more different types of 
networks or connect the network to a mainframe. 

Routing servers connect two or more networks with the 
same architecture. 
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DNIT V 
ELECTRONIC MAIL 



OPT 2401: Intermediate Information Processing 

INSTRUCTOR'S GUIDE 
Unit 5 



Unit Title ; Electronic Mail 

Contents of Unit : 

1. Concepts & Terms 

2. Methods 

Unit Objectives: Upon completion of this unit, the student will 

be able to: 

1. Discuss electronic mail including definitions of terms 
and methods. 

2. Send and receive messages using an electronic mail 
system, if available. 

3. If an electronic mail package is not available, complete 
a tutorial disk on E-Mail. 

4. Exhibit a professional attitude in completing assigned 
tasks. 

5. Exhibit independence in comprehending and applying 
written instructions given in software documentation and 
assigned tasks. 

Equipment and Materials Required : 

1. E-Mail system if available 

2. Lab handouts for each lesson in this unit. 

3. E-Mail tutorial if E-Mail package is not available. 

Procedures : 

1. See the Student's Lab Guides for Unit 5 for instructions 
concerning individual learning activities. 

2. Demonstrations by the instructor when necessary. 



INTERMEDIATE INFORMATION PROCESSING 
f; Instructor's Guide 

I unit 5 



Learning Activities ; 

1. Complete E-Mai81 tutorial, 

Evaluation ; 
1 . None 
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OMIT VI 
TECHNICAL REPORT 



OFT 2401: intermediate Inforattion Processing 



INSTRUCTOR'S GUIDE 
Unit 6 

Unit Title : Technical Report Using Database and Electronic 

Spreadsheet Software 

Contents of Unit ; 

1. Concepts and Terms 

2. Functions and Commands 

3. Methods, Materials and Equipment 

unit Objectives ; Upon completion of this unit, the student will 

be able to: 

^* ?inSr/^^^?%?"^ Student will compose a technical 

including database reports and graphs to support 

^v^Mr*^^''*/"^.''°"^^"»^°"« recoimeSdations. 
Usks * P''o^«ssional attitude in completing assigned 

Exhibit independence in comprehending and applying 

J*^!"""^^®"* 9^^*" software documentation and 
assignea casKs. 

Procedures ; 

provides outlines of laboratory 
assignments and equipment required. 

Learning Activities ; 

the^B^iLJIr •? f??P^*^? "P®"^^ assigned in class during 
availablS equipment and software packages are 



2. 
3. 
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INTERHEDIATE INFORMATION PROCESSING 
Instructor's Guide 
Unit 6 



PAGE 2 



Evaluation; 



This assignment is included to allow the students to be 
creative in their use of the software packages learned in 
this class. 

One way that it could be graded is: 

1) All components completed. c 

2) All components completed; some added features (such 
as more than the minimum number of graphs and 
databases) • B 

3) All components completed; extra graphs and 
databases; report well-written and presented 
creatively* A 

Some suggestions for graphs follow: 

Table: 38 Bar 

39 Pie 

40 Line or Pie or both 

41 Bar or Pie 

42 Bar 



